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Let's get started 


EIIIHI Mert witha partner. Aske questions below and make a note of the answ 


Then tell the group what you found out and discuss. 


@ How often doyou give 
presentations in your job? 


O Whodo younormally present to? 
(Colleagues, customers, other 
firms, et) 


O When was tne lasttime you gave a 
presentation in English? 
Wasita success? If yos, why? 
Hot, why not? Explain your 
answer 


@ How do you feel about presenting in. 
foreign language? 


G Think ofan excellent (or terrible) 
presentation that you heve 
‘attended. What madeit good 
(orbacy? 


1  Listento the opening sentences of the three presentations and complete the table. 


Presentation: Presenation 2 Presentation 3 
Presenters name 


Presenter’ postion functor 
Topic of presentatio 


Who is the presentation for? 


Which presentations mal and which less forma 


Listen to the openings again and complete the sentences. 
Presentation 1 

a ___ let me thank you all for being here today. 

2 Letme myself. My name is 

3 mheretodayto _ — . our new semi-automatic shelving system. 

4 Mytalk is relevant to those of you who forthe 


different parts we supply. 
Presentation 2 


m happy that so many of you could today at such short 


6 As you can see on the sour today is project 
documentation. 


7 This is extremely forall of us who are directly in 


international project management, right? 


Protentaton 3 

s" thet you all have very tight. » So | appreciate you. 
taking the time to come here today. 

9 Asyou ö know, my name is . l'm the new manager 
here at Weston Ltd. 

10 Todays topic will be very important for you as since. 


your help to evaluate and select candidates for training. 


Putthe sentences from above in the correct 
category (a-d). 

à saying what the topicis: 

b welcoming the audience: 

€ saying who you are; 2 

d. saying why the topic is relevant for the 


audience: 


Now put a-d in the order you would use 


tostart a presentation. 


4 Match these less formal phrases: 
What | want to do today is 
OK, shall we get started? 


Today l'm going to talk about... 


‘More format 
Good afternoon, ladies and gentlemen. 
Today | would like to — 


Let me just start by introducing myself. My name is 


as a pleasure to welcome you today. 
In my presentation would like to report on 
The topie of todays presentation is 

I suggest that we begin now 


Tm aware that you ali have very tight schedules .- 


1 know you are all very busy 


rs good to see you all here, 
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the more formal phrases in the table. 


As you know, I'm... 


Hi, everyone. 


In my talk fi tell you about 


Less formal 


5 Nowpractisethe opening ofa presentation, Use phrases from the box and follow the WISE 


non han. 
Welcome. Introduce 
audience yourself 


_ OPENING A PRESENTATION 


Welcoming the audience. 

Good momning/ afternoon, ladies and gentlemen. 

Hello/Hi, everyone. 

first of all, et me thank you al for coming here 
today. 

[m happy delighted that so many of you could 
make it today. 


trogucing yoursetr 

Let me introduce myself. Im Dave Elwood from — 
For those of you who don't know me, my ges 
As you probably know, ln the new HR manager, 
[m head of logistics here at Air Spares. 

I'm here in my function as the Head of Controlling. 


Explain why audience 
will be interested 


Say what the 
topic is 


‘Saying wnat your topic is 

As you can see on the screen, our topic today Ís ~- 
Today's topic is .- 

What I like o present to you today is 

The subject of my presentation is — 


Explaining why your topic is relevant for your. 

audience 

My talk is particularly relevant to those ofyou/us 
who. 

Today's topic is of particular interest to those of 
you[us who .. 

W The topic is very important for you because. 

By the end of this talk you will be familiar with 


Remember to use words like we, us, and our to 
Š highlight common interest. 
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STRUCTURING A PRESENTATION (3) 


| 2 Sayin 


Most formal ~ and many informal presentations have three main parts and follow this simple formula: 
1 Tell the audience what you are going to say! — Introduction 


= Main part 


3 Tell them what you sail Conclusion 


There are several ways you can tell the audience what you are going to say. | 


would like + infinitive will + infinitive 

Today ' liketo tell you about our new plans. begin by explaining the function. 

This moming 'Biketobring you up to date on — — Pltartoffby reviewing our progress. 
‘our department. After that, Mmove on to my next point. 

going to + infinitive willbe + verb -ing 

m going totatk to you today about new P'U be talking about our guidelines for Internet use. 
developments in the R & D Department. During the next hour we'll be looking at the 

This afternoon l'm going to be reporting on the advantages of this system, 
new division, 


6 complete sentences s-8 with the correct form of the verb and a sentence ending from below. 


You on the proposed training project 


at business opportunities in Asia 


you up to date on SEKO's investment plans 


you how the database works 
vonview of our present marker positon 


on our financial targets for the division 


by telling you about what Jane's group is working on 


give 
show 
talk 
bring 
report 
update 
look 
begin 


about EU tax reform 


Today I'd like to. give you an overview of our present market position 


Vl be showing 


During the next two hours we'll be 
eo 
This aftemoon (m going to 
Today ke to 
This morning we'll be — = 
Today I 


UMTS Lets get started 


The purpose of the introduction is not only to tell the audience who you are, what the talk is about, 
and why it is relevant to them; you also want to tell the audience (briefly) how the tak is structured. 
Here are some useful phrases to talk about the structure. 


| Fvediided my presentation into three (main) parts: x, y, and z. 
in my presentation TI focus on three major issues. 


Fist (of el I'l be looking at... second .. ana third ~. I The most common way to structure 
denn /s by explaining ... * a presentation is to have three 
| Then /Next/After that U qo on to main parts, and then subdivide 


Finally, offer some solutions. them into (hree) smaller se 


Complete the sentences with the words in the box. 


after . all + areas + divided * finally + start e then © third 


Tli be talking to you today about the aftersales 2 
service plans we offer, MIL by Oe — — my talk into three 
describing the various packages in detail. main parts, First ef 
> ll go on to show you some tell you something about the history of our 
case lde. P discuss how eonon that PII describe 
you can choose the best plan to meet your how the company is structured and finally, P| 

customers needs. give you some details about our range of 
products and services. 


T ike to update you on what we've been working on over the. 

last yea. i focus on three mn st, our 

Joint venture in Asia; second, the new plant in Charleston. And 
^, our redevelopment project. 


Complete the sentences wi 


the prepositions in the box. 
about e at * for * into * of e on * to * with 


3 Thank you coming all this way. 
2 Ive divided my presentation three parts, 

First of all, PI give you an overview ‘our financial situation, 

First, we'll be looking. the company's sales in the last two quarters. 

In the first part of my presentation i'll focus the current project status. 


3 
4 

5 

6 Point one deals APG'S new regulations for Internet use. 
7 Secondly, I'l talk our investment in office technology. 
8 


After that I'l move on the next point, 


20 UNA Letsgetstated 


2 9 Theproject manager ofa construction company is giving a presentation to his colleagues. Put the 
sentences inthe right order. Then listen and check 


a This morning Pd like to update 
you on the current status of 
work at the construction site. 


The information I give you today 
should help you with planning 
your next steps. 


b For those of you who don't 
know me, my name is Gordon 
Selfridge. Let me just write that 
down for you. OK. l'm the. 
project manager in charge of the. 
Bak Tower building project in 
Dubai 


€ Ive divided my presentation into three p. 


!| d Hello, everyone 
e Then N move on to the problems we're facing with our local suppliers. 


F First of al. let me thank you for coming here today. im aware that you're al busy preparing 
for the annual meeti week, so | really appreciate you taking the time to be here. 


8 II start off by showing you some photos of the building site and discussing the progress 
weve made since January. 


^ My talk should take about 30 minutes. Please feel free to interrupt me at any time with 
questions. 


i Pl end with some ideas for reducing labour costs that we've been looking into. 


|. Oh, and don't worry about taking notes. I'll be handing out copies of the PowerPoint slides. 


Now put these points in the order in which Gordon mentions them. 


Ly rent p 
lub labour cats update on cur 
wasa status 
F, I 
P ame & introduction bandant afier W questions during 
presentation presentation OK 


30 minutes far F^ progress made since 


three main parts 
presentation January r: 


10 


11 
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tes words with. 


Look again at these sentences from the presentation and replace the hi 
words or phrases from the box. 


after that * begir + m e realize = responsible for + sections * turn 


1 ML start off by showing you „._ begin by showing you 
2 INe divided my presentation into three parts. 
3 Forthose of you who don't know me, my name is Gordon Smith. 


4 Then ll move on to the problems .. — 


5 Im the project manager in charge of our Dubai building project. 


6 em aware that youre all busy preparing for the annual meeting „~ 


The final pon of the introduction deals with the organization of the tal how long it wil last, whether 
| there will be handouts, and how questions will be handled. 

Timing 

My presentation will take about 20 minutes. 

t should take about 30 minutes to cover these issues. 


Handouts 
Does everybody have a handout/ brochure report Please take one, and pass them on, 
Dont worry about taking notes. I've put al the Important statistics on a handout for you. 
vl be handing out copies of me PowerPoint sides at the end of my tak. 

Tll email the PowerPoint presentation to you. 


Questions 
There will be time for questions after my presentation. 

Jf you have any questions, feel fee to interrupt me at any time, 
Feel fiee to ask questions at any time during my talk. 


| sentences from the introduction. 


Match the two parts to make typi 


Feel free to b about 10 minutes, 
e Im Bob Kay in charge of the software division. 
ask questions at any time. 

for questions after my talk. 

an overview of our product range. 

handouts in a few minutes. 

than 20 minutes of your time. 


For those of you who dont know me, * a to take notes. Everything Is on the handout. 


1 
3 This won't take more 
4 libe passing out 

5 This part of the presentation will take. 
6 I start off by giving you 

7 There's no need 

8 There will be time 


E 
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12 


13 


Listen to the beginnings of four presentations. Which one starts with: 


à a rhetorical question? to an anecdote? 
b an interesting fact? d a problem to think about? 


Listen again and complete the sentences, 


a , L was sitting in the waiting room at the dentist's the other day when | 
Something very interesting in ore of the __ that was lying there. 
2 you worked in a small to medium-sized company and were 


for making people in your company aware of health and safety issues. How 


would you 2 


3 that the number of possible ways of playing the first four moves per side 
ina game of chess Sr 

4 So, let me start by Why should we introduce a double quality check 
here at Auto Spares & Parts „.? Well, im here todayto 


GETTING THE AUDIENCE'S ATTEN 


Experts say that the first few minutes of a presentation are the most important. If you are able to get be 
audience's attention quicky, they will be interested in what you have to say Here are a few techniques 
you can use to start your talk. 


Ask a rhetorical question Tell them a story or anecdote 

S markat research important for brand I remember when | attended a meeting in Paris... 
development? Ata conference in Madrid, | was once asked the 

Do we really need quality essurence? following question: .. 

Start with an interesting fact Give them a problem to think about 

According to an ende I read recently, central banks Suppose you wanted to set up a new call centre. 
are now buying euros instead of dollars. How would you go about i? 

Did you know that fast food consumption has Imagine you had to reorganize the sales 
increased by 600% in Europe since 20027 department. What would be your first step? 


Match items from the three columns to makeattention-grabbing openings. 


Did you know that that cent ls a fourletier word. fo would you tell frst? 
2 read in an artide compete with the Chinese? by eliminating one olive fiom each 
somewhere salad served in first cass? 
3 Imagine ‘American Airlines saved Of course we can! 
$40,000 in 1987 
à Can we really You won a milion euros. tend to agree with that! 


What presentation topics could you use each of the openings above for? Choose one of the 
openings and use it to practise the introduction of a talk. 


un a Lets get stated 


14, Potthe words in the right order to make sentences with expressions from this unit. 


1 shall OK get we started 
2 my today subject presentation of satisfaction is the customer 
3 will presentation thirty my about take minutes 

4 issues on three focus I'l 

5 by looking of status will the current project we the start at 
© that did know popular China car is this very in you 


15 Putthenotesin the correct order, then prepare two openings of a presentation: a formal one 
anda ess formal one, Use the checklist for introductions below if you need help. 


F s Miler , , 
product manager, 20 mines promotional video 
HIT-Heaitincare 
p P 
C relevant fir sales three pariy 
ladies and gentlemen. pes 
» " 
products new wellness products 
D 
questions at ond welcome, cic. 
CHECKLIST FoR INTRODUCTIONS 
Welcome the audience. 


Introduce yourself (name, position /function). 

‘State your topic. 

Explain why your topic is important for the audience. 

Outline the structure of your talk. 

“What comes when?” say when you'l be dealing with each point. 
Lat the audience know how youre organizing the presentation. 
(handouts, questions, etc). 


ARARRAA 


16 Nowit’s your turn. Think of a talk you have given or would like to give and use the checklist to 
prepare your introduction. Try to use phrases from this unit. 
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Read this article from a website on business communication and discuss the questions 


An 


which follow. 


Dealing with nervousness 


The American author Mark Twain once pu ilie his: There are vo types of people: those tha cre. 
nervous and hose hat are liars.” So, once you accept hat (almost) everybody who gives a presen- 
"ation whether formal or informal, ong or short, o srongers cr colleagues — is nervous, hen you just 
need o find ways fo deal with nervousness ond even learn how touse itto your advantage. 


les first look ot woys to deal wih and reduce nervousness 


1 Prepare well. ‘Failing to prepare is preparing to fail’ Preparation is he key to o succes 
presentation. Nothing will relox you more than knowing exactly what you want to say ard having 
practised saying it. Moke sure you practise your tak unti you feel at 
home with i — then you can concentrate on other things. 


2 Learn to relax. Doing etching or breathing exercises (Po 
before your talk can help you to reduce nervousness. 

‘One example: before your presentation sit 
comfortably with your back straight. Breathe in 
slowly, hold your breath for about five seconds, then 
slowly exhale. You con relox your fasial muscles by 
opening your eyes and mouth wide, thon closing 
them tightly. 

o Check out the room. Moke yoursel fomiliar 
withthe place where you will be speaking, Arrive 
carly, walk around the room, and make sure 
everything you nood for your tolk is here. Practise 
using any equipment [e g. microphone, video 
projector, OHP) you plon to work with 


Sr 


4 Know your audience. É possible, greet your cudience as they arrive ond chat with them. 
Itwillbe easier fo speak t people who are not complete strangers, 


5. Concentrate on the message. Try to focus on he message ond your audience - not on your 
own fears. 


© Visualize success. Imagine yourself speaking to your audience in a loud and clear voice. Then 
visualize the audience opplaucing loudly atthe end cf your talk as you smile. 


Use the steps above o reduce nervousness, but also remember tha! being nervous isn't all bad. Many 
‘experienced presenters say that you con also use your nervousness to give you that extra energy that 
yov need to give a good performance, 


[ovre ro vou | 

What other tips can you think of for dealing with nervousness? 
How do you deal with nervousness before or during a presentation? 
How do you prepare your presentations? 


2 


STARTER] 


1 


Today’s topic is 


Do this quiz about body language. Sometimes more than one answer is possible. 


YOU'RE GIVING A PRESENTATION ... 


Í How should yeu stand? 
4 Arms erossed on ches. 
b Straight but relaxed. 


ç Knees unlocked. 


S How should you keep eye contact 
with theaudienes? 
à Make eyecontact with each individual 
often 


b Chocsesome individuals and lokat them 
ssoftenas possibie. 
€ Spread attention around the audience. 


2 What should you do with 
sour hands? 
š Put hands on hips 
b Put one hand in a pocket 
< Keep hands by your side 


6 How fast should you speak? 
a About 20% more 
slowly than normal. 


3 How can you emphasize something? b Justas fastasina 
à Point finger at he audience somalcomenatios. 
b Mose or ean forward to show that something e Faster than in a normal 


— 
7 How should you express 
enthusiasm? 
By raising vice eve 


benen 
< Usea pointer to draw atentionto 
important fies 


4 what should you do when vou feel 


š Hold pen or cards in your hands. 

b Walk back and forth. 

< Look at thefip chart orsereen 
(notatthe aucience), 


By making hand orarm 
gestures for important 
pons. 


Discuss your answers with a partner. How much do you think personality and culture influence 


your body language during a presentation? 


Listen to these excerpts from four different presentations. Write the number of the presentation 
next to the topic. 


short-time work insurance market handbooks transport regulations 


Now decide in which presentation(s) the presenter is: 


* informing the audience about something: 
* suggesting some solutions to a problem: 


39 wa 


Todays topes. 


QU 2 Listen again to how the presenters talk about the purpose of their talks. Complete the sentences. 


1 What today is to make some suggestions on how we can make our 
handbooks more user-friendly. 

2 e ofmy talk is to provide you with information on the 
in the insurance market in the last few months. 


3 What | this moming is to show you how we could reorganize our working hours. 
4 The is to bring you up to date with the latest changes which will be introduced 
on January 1. 


Use the notes to write sentences which can be used toate the purpose of a presentation. 
(Putin prepositions and other words where necessary.) 


1 purpose of talk today/ update you/new developments/R&D 


2 what | want to do/present alternatives/ existing booking procedures 


3 my aim/show/how cut costs/IT support 


4 objective of presentation give overview British job market 


5 our goal/determine/sales targets/ next year 


6 here today/teport/ company's investment plans 


An expertis talking about the Traffic Support Centre (TSC) in her city. Listen to the talk and put 
the points below in the order she mentions them. 


what the TSC does (main activities) 

how traffic data is collected 

why the TSC was started 

how motorists benefit from the system 

how traffic information is given to motorists 


anne Today’ topic 3s 


Now listen to the presentation again and complete the sentences. 


00. ° the background and the reason we developed the programme. 
Any questions? OK. So, 2 to the next point and take a closer look at 
the Traffic Support Centre itself. 3, the TSC was set up in 2001 to help 
traffic flow more smoothly, and basically to make the lives of motorists easier. In this part of my 

presentation — v0 about the centre's activities, how we work exactly and 


how motorists benefit from our services. 


so, > a brief overview of 
the TSC’s activities. Our main activities are to collect, analyse, 
and communicate traffic information. After collecting trafic 
data from a number of different sources, we analyse them 
and then we inform the media, the police, or other 
authorities, and — last but not least — the motorists. ( 


This now leads us to How 
does the TSC collect data? Trarfic-monitoring equipment has 
been installed across the main traffic routes, which helps us 
gather real-time information on trafic speed and traffic flow. Additionally, we use variable trafic 
sensors and cameras. We also work together with other partners and authorities, for example the 
police, traffic officers, and the media. Let me show you a few examples of how this works. c 


7 collecting data. 


5 to the next issue. How do we communicate information to motorists? 
We do this in a number of ways: by using electronic road signs, the Intemet and radio, and state-of- 
the-art telephone technology, (.) 


Let me now come back to 5. The TSC wants to make the lives of 
motorists easier. So, in what ways does the motorist benefit? Well. c first: through real-time 
information about the traffic situation, Second, through better advice about alternative routes. 


Third, through safer roads and less driver stress. 


a 


E 


UMT2 Todays tapie is 


5 ‘Signpostins’ phrases are used to help guide the audience through a presentation. 
Complete this box of useful phrases with highlighted phrases from the present: 


SIGNPOSTING 


Saying what is coming 
1 In this part of my presentation, [4 like to tell you about. 


Moving on to the next point 
This leads directly to the next part of my talk. 


3 


4 


5 


Indicating the end of a section 
This brings me to the end of my second point. 


Referring back 
As | mentioned before, 
s 


Lets go back to what we were discussing earlier 
9 


‘Summarizing a point 
14 like to sum up the main points. 
Let me briefy summarize what I've said so far. 


6 Make ‘signpost’ sentences using elements from each column. 


1 Before! move on tomy come back to next question. 
next point, 

2 This brings the issue point, which is price. 

3 This leads let me go this question lates 

4 lers now turn to we were discussing our new sales strategies. 

5 As I mentioned to the next a brief overview of our activities 

6 la le to before, ld like to give you — earlier 

7 Lets go back io vet is directly to my through the main issues once 
more. 


As | said earlier, l be focusing on of customer service, 


° 
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7 Completethesentences with words from the box. 
back * covered · discussing * inform * leads * main points * sum up * wanted 


i Let me now summarize the 


2 ve vibe our sales targets today. 
3 in my tale l you about new marketing techniques. 
4 Before! move on, let me just what I've said so far. 
5 Ithink we have everything for today. 
6 OK, wers aui. io say about time management. 
7 This directly to my second point. 
s lets go to what I said at the beginning of my presentation. 
8 write the sentences using expressions with as EXPRESSIONS WITH AS 
and the information in the notes. Add missing words As you all know, n 
where necessary. As Ive already explained, .. 


As I mentioned belore/earlex, 

ve / co budget for new software/ this year i mentioned — | As I pointed out in the first section, 
this before) As you can se 
Ael mentioned before, we have no budget for new software this year 

2 Tony Dale/new marketing manager) print media (you all know this already) 


3 cart operate from local airport /because no permission ſ said this at the beginning of my talk) 


4 Choose between two options ſ explained this ten minutes ago] 


5 sales have increased / 10% since beginning of year (you can see this on the slide) 


9 Amanageris updating her group on some problems they've been having 
with one of the company’s product ines Listen to this excerpt from her 
informal presentation and say whether the following sentences are true or 
false. Correct the false sentences. 


1 The company is having problems with their new men’s cosmetic products. 

2 The problems are in three areas: supply, distribution, and production. 

3 She identifies two problems in the area of supply: the plastic bottle 
supplier can't deliver the quantity they need and the quality of the 
bottles is poor. 

4 They have had to retum around 14% of the bottles. 

s They have to take care of the supply problem soon or they'll have trouble 
with Fathers Day sales. 


20 UNT2 Todays topie is ~ 


4G 10 Completethese sentences from the presentation with the correct form of verbs from the box. 
d Then listen again to chock. 


accept * cope * deal e have + identify * prevent + run * solve 


As you probably tobe 


currently difficulties ta ike to quickly * the problems 
with our new men's cosmetic line ard then make some suggestions on how we 
cn Cl pe consequences. 
Weve been tying to ^ with these 


problems - the delays, the poor quality - all along, 
but so far we've not been abe to find ways to 
5 them from happening again. 


we God our supply 
problems within the next two weeks, we 
5 into serious trouble. 


It's clear we can no longer continue With respect to our Christmas business. 


to * these 
conditions. 


TALKING ABOUT (DIFFICULT) ISSUES 


I think we fist need to identify the problem. 
Of course we'll have to darify a few points before we start 

‘We will have to deal with the problem of increasing prices. 

How shall we cope with unfair business practices? 

The question is: why don't we tackle the distribution problems? 

It we dont solve this problem now, we'll get into serious trouble soon. 
We wil have to take care of this problem now. 


[REFERRING TO OTHER POINTS 


I tke to mention some critica! points in connection with /conceming payment. 
There area few problems regarding the quality 

With respect regard to prices, we need more detalls. 

‘According to the survey, our customers are unhappy with this product. 


Apps 


In addition to this, fn ike to say that our IT business is going very well. 
Moreover Furthermore, there are other interesting facts we should take a look at. 
As well as that, we can offer excellent conditions. 

Apart from being too expensive, this model is also too big. 

To increase sales we need a new strategy plus more people. 


11 choose the correct verb to it the sentence. 


12 
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vun a Todays tpicis. 


How ate we going to soive/deal/tackle with delivery problems? 
| dont think we can cope /tackle/take care with fewer people. 


We think its important to identify/deal/cope the 


problems now. 


Who will cake care/deal/tackle of our business clients? 


We have been trying to cope/solve/take care the software problem. 
Before we go on, lets identify/clarify/solve this question. 


Complete the sentences with the words from the box. 


Hl give you an overview of some figures 
, Pd like to tell you something 
Lets now tum to the next question which 
a few spelling mistakes, the re 
Let me give you some details 


the handbook, the scanner is 


according to + apart from . concerns . moreover * regarding e with regard 


to car exports, 
about the new software. 

customer service. 
en brochure is very good. 
‘our Chinese factory. 


user-friendly. 


Put the words in the right order to make sentences with expressions from this unit. 


1 
2 
3 
4 
5 
6 


move now to point next ers on the 


all topic as today is you know our globalization 
inform is to aim about my latest you the developments 
be additionally figures discussing most will we the important 


said brief give | you earlier a "ll as overview 


study customers according with this it satisfied to our are 


Its your turn now. Prepare the main part of a presentation using phrases from this unit, 
Use the checklist to help. 


CHECKLIST FOR THE MAIN PART OF A PRI 


Z 1 Brety state your topic again. 
Y 2 Explain your objectivets). 

YZ 3 Signal the beginning of each part. 
Z 4 Talk about your topic. 


SENTATION 
5 Signal the end of each part. 


e Highiight the main points. 

Vf 7 Outline the main ideas in bullet-point form. 

Vs Tell listeners you've reached the end of 
the main part. 


a 


Todays topicis — 


Infomedia, a US telecommunications company, expects all employees to give presentations in 
English. Read this text from the newsletter of an Infomedia subsidiary in Asia and discuss the 


questions which follow. 


Aled’s Presentation Tips 


NZ 


Clear and simple structure 

Remember that your audience will benefit 
‘most rom a very clear end logical structure. 
Don't overload the audience and ty touse 
‘simple language. 


Your introduction 
‘Some experts say this is the most important 
part of your presentation. in the first few 
minutes you can get your audience's attention, 
bul rapport, and create a positive impression. 


‘Topic and objective 
Clearly say wnat the topic and objective (or 
purpose) of your talk is. Ropoat the topic and 
objective at some later tme. 

Signposting 

Letthe audience know at all times wnat you 
want todo and how you want to do it This 
melhod is common in the American business 
world- so use it 


fover ro vou 


‘As you all know, INFOMEDIA has boon 
able to establish some important new 
business contacts with partnersinthe US. 
this year. This also means that the need for 
English in meetings and presentations has. 
increased. That's why we have asked cur 
‘American colleague Aled Hughes from 
‘our Miamiofficeto share afew tips with 
m 


Repeating new information 
Always ropoat now dotails. This helps your 
audience to remember them and ensures 
optimal ow of information, 


‘Summarizing points 
Atthe end of each section summarize 
the main facis tomake sure everybody is 
folowing 


Interaction with the audience 
American audiences expect direct interaction. 
So treat them as individuals: show them that 
you care about their individual needs. 


Presenter’s role 
‘The presenter is often considered as import- 
ant as his or her topic, and the presantar's role 
So make sure the presentation - even one 
on adry topic - is interesting and ontertaining. 
To achieve this goal American presenters 
often use their personalities more and tend to 
de more enthusiastic than people from many 
other parts of the word. 


Which of these tips do you find most useful? Can you add any other tips? 


Have you ever presented to an American audience? How different are American audiences from those 


in your own country? 


2 


bud My next slide shows ... 


do you know the English names of these media and tools used in presentations? 


STARTER] 


ever, do you use the above media and tools in presentations? Which do you find the 
most effective? Why? 


1 Listento the three extracts from presentations and tick (/) the media used. 
`, B > 


flip chart 
whiteboard 


PowerPoint slide 
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My next side shows 


Now listen to the presentations again and complete the sentences, 


Presentation x 


1 Teke a look at 


2 They clearly — — how a combination of two significant external factors affected 
our business in the first of this year. 
3 l just write some on tte and then we will go on to 


discuss the next point. 


Presentation 2 


4 OK. lers now 
at our new magnetic ski rack 
Matterhorn which was launched in 
August. 


— 


5 Onthe you 
will see an of 
the Matterhom K-15. 

Presentation 3 


6 These are the 


tor Europe forthe 
three quarters of this year 
7 Asyou here, 
we've had a very successful ye 


8. To highlight our success even further, 


lets to the 2003 figures 
on the previous. 


9 let me iust o it. 


Match the two parts to make sentences used to refer to media, 


on the next page a fiom this picture, the design is absolutely new. 
2 My next slide shows b customers have complained about the service 
3 Asyoucan see < how much the market has changed. 

4 let me just show you some d Il show you our latest poster. 

5 Toillustrate this e at the figures on the next page. 

6 lets now have a doser look f which shows the market development in 2005, 
7 Here we can see how many s interesting details. 

8 Ihave a slide h you will see a photo of the new XTK model. 


UNITS Mynextstie stows... 


SAYING NUMBERS 


&D J Wow doyousay these numbers in E 


Numbers, especially long ones, are often difficult for the audience to understand. Ty to say numbers 
slowly and clearly, and point at them while speaking. 


2m two million 235m? two hundred and thirty-five square metres 
iébn one point six billon 98%  ninetyeizht per cent 

1 ere dire three-quarters 350009 one hundred and fiy thousand euro) 
Remember that 


1 we use a comma in English to show thousands and a point to show the decimal place. 
2 we say '2 millom or '10 bilion (not Sonst Elles. 
3 we say '2 million dollars’, ars pounds’ (not 2million dollar/170 pound). 


your answers. 

1 251 5 $19.62 
si 

? 7489 7 175m? 
— 

3 38bn 

4 €4gm 9 72 


QD 5 Liston to the three presentations ana fill in the missing numbers below. 


Car sales in 2004, 15t and quarter 
astouarer  2ndauarter 

Germany 19,600 

E — en floor. 

pm + move on a5 February 


Hotel rooms - international quality 
p 

viene €387 

» Rome 

bels €226 

» New Yorke a5 

> Milan 


Fillinthe blank slide (4) with some key numbers and present them toa partner. 


25 


26 UNITS My nox side shows 


6 tis often better to use approximate numbers in presentations as they are easier for the audience 
to understand and remember. Put the following words in the correct column in the table. 


alittle less than = about + almost + approximately * around * 
just over « just under + nearly * roughly . well over 


be +/+ (about the same) + (more) 


Rewrite the sentences replacing the exact numbers with approximate ones using words 
from the table. Give at least two alternatives for each. 


1 Last year we sold 90,083 mobile phones in Italy. 


Last year we sold a little more than / just over 90.000 mobile phones in Italy 


2 14,896 of the people asked said they were unhappy with the new design. 


3 We will be spending € 198m on this technology. 


4 Our laboratory says the ideal temperature is 18.1°C. 


5 It will cost $3.97 to produce this item. 


o The new office is 389m 


7 Look at this short excerpt from a presentation and the 
two examples of PowerPoint slides on the next page. 
Which slide is more effective? Why? 


Let's look at the biggest car manufacturer In China, SAIC. 
The next slide shows some figures for 2007. 

‘SAIC manages a network of 55 subsidiaries and 63 joint 
ventures for cars and ports. The group employs more than 
60,000 people and produced 800,000 vehicles in 2007, 

generating sales of about $12 bilion. 


Š 


UNIT 3 Ny den slide stows, 


‘SAIC Group 2007 


O subsidiarios: 55 
D jøintventures: E 


2007- Car Production of SAIC 
in China 


+ has 35 subsidiariesand 63 joint ventures 


+ employs more than 60,000 people 
+ produces about 800.000 vehicles 
+ generates ae: o S12 billion 


D employees: — 60,000 
D vehicles: 600 000 
2 sales: Si2bn 


Mt RULE OF sir 


When presenting text on overheads or PowerPoint slides, itis a good 
idea to use the rule of six which meer 
* a maximum of sis lines per slide 

* a maximum of six words per line 
If you stick to this rule, you wont risk overloading your bullet charts 
with too much information. 


8 Listen to the two short excerpts from presentations. Complete the slides and find headlines. 


*more — y 
— customers can change colours en and see’ 


colours o choose So never 
Tem o yes, immediately 


* circular shelving. 
. design 


Now listen again and complete the sentences below. 


1 letsnow „which is 

š to three new design features. 

3 is that customers can change the colour 
panels 

4 What 2 Well, think you'll agree that the. 
results are. 

— nearly 35 per cent said .. 


6 So, ? 


ar 


20 unta 


9 
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My next side shows ~ 


EMPHASIZING IMPORTANT POINTS 
Using a verb (stress, emphasize, etc) Rhetorical questions 


I'd Uke to stress the following point. So, just how good are the results? 
T ike to draw your attention to the latest So, where do we go from here? 
figures. Why do | say that? Because... 
NM aie fit a nig ele 8 
ft would be completely wrong to change our 
Using what strategy at this point. 
What is really important is how much we are We compared the two offers end found the first 
prepared to invest ‘one totally unacceptable. 
What we should do is talk about intercultural | think this fact is extremely important, 
problems. 


‘Match the two parts to make sentences. 


What fu like to do 
I like to highlight the 

So, what are the reasons 
a like to point out how 
rs interesting to note that 
| should repeat that our 
What we can’t do is 

So, just how good 


important advertising is for us. 

for our success? 

this model is selling quite well in the US. 
turnover last year was excellent. 

is discuss the latest sales figures. 

is the quality of these programs? 

main problem areas. 

increase our budget. 


Complete the sentences with the correct adverb-adjective construction from the box. 


extremely dangerous * absolutely safe * incredibly cheap * highly Interesting + 
absolutely necessary * surprisingly good * completely useless 


1 What we should remember is that this chemical process i 


2 I's to improve the quality of our products if we want 
to win new customers. 

TF 

4 You will be pleased to hear that our turnover last month was 


5, Unfortunately, we found that some of the test results are 
6 Im pleased to say that the crash test shows that this system is 


7 Right now this item only costs $1.50 ~ I think that's 


11 
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First complete this excerpt from a presentation with words from the box. Then listen and check. 
p 


letstalkabout e draw your attention * have a look * it's quite remarkable * 
on the other hand * the figures also show that * you'll see * can we explain 


Vd now like ta 
to the regions where poverty has been 
reduced. If you look at the bar chart on the left, 
that the proportion of 
global population living on less than $1 a day 


des dropped. - 


in South asia the 
proportion of extremely poor people has been 


reduced from 43 to 31%. 


how much progress has 


been made by China, — 5 poverty has increased in many parts of Africa 
Latin America, and Eastern Europe. How this uneven development? 
To answer this question, we'll at the latest study from the World Bank. 


First, the figures that indicate global progress. 


Are these words and expressions used to make contrasts or describe results? Put them into 


the correct category. 
on the other hand thus 
although 
wever 
consequently however 
therefore 
whereas as a result 
despite 


while nevertheless 


Making contrasts Desciibing results 


2 
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Now choose the correct word to fit the sentences. 


1 Online banking is mainly used by our younger customers. Many of our older customers 
consequently however therefore find It difficult to handle modem computer technology. 

2 However/ Whereas Although the euro is quite strong, we managed to increase cur exports to 
the US. 

3 Whereas/Therefore/Despite we made a profit of $240,000 last year, this years profit is only 
$110,000. 

4 On the other hene / despite [Although the growing demand, we didn't sell more cars than the 
year before. 

5 We have to pay more for oil and gas. Consequently/However/Despite our products have 
become more expensive. 

6 Poster campaigns are extremely important. Thus/On the other hand/As a result we also need 
advertisements in daily newspapers. 


Put the words in the right order to make sentences with expressions from this unit 


i at closer table lers look this a have 
2 graph you next see quarter first figures can on sales for the the 

3 almost European sell 30% countries we products other to of our 

4 attention draw your facts like I'd to to following the 

5 surprisingly able we good despite were achieve to software results problems 
6 stress change is important I'd how to like this 


It's your turn now. Prepare bullet charts based on your own data (or take information from 
the first three of the following ‘Summing up' texts on the next page). Find an effective headline 
for each bullet chart and present them to a partner 


CHECKLIST FOR VISUALS 
i Prepare each visual carefully and separately. 


Check whether the visual really shows what you are saying. 


Make sure your audience can read the visual (font size and colours). 
Find effective headlines. 

Keep design and content simple. 

Use bullet charts for text. 

Reduce text to a minimum. 

‘Always prepare audience for visuals 

Present information clearly and logically 


SUSUSUSUSUSUSLSI 
Boavnausun 


Remember the rule of six. 
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What is important when presenting visuals? Which opinion(s) do you agree with? 


Kamn Hariton, Marketing Manager 

| think to be effective a good visual must focus on only a few points. 

k's important nat to have too much information on one slide or transparency. 
Slide overload is bad beceuse people wil then spend time reading the slide. 
rather than listening to the presenter, I normally use bullet points to structure 
information - I never write complete sentences. Headlines are important too. 


ot Satis, Real Estate Manager 
In my opinion the presenter is the focus of the presentation - not 

the visuels. The key purpose for using a visual aid is to help the audience 
understand the topic better. So the visuals shouid only be used to support 
the presenters message. A process-flowchart slide, for example, helps 
people understand visually wnat you are describing verbally. If a visual 
distracts the audience's attention from what youre saying it's useless. 


Susan i, apart Manager 
Above all, a slide or an overhead must be readable. Ifthe audience 
can't read the slide, they will soon give up. That's why font size is very 
important. t should be as large as possible, Pd say at least 24. And 
sometimes its also a good idea to use different colours to highlight 

7 some points. Using many different colours can be confusing though, 


aber bres, Maret Researcher 
What you say and what you show should always go together 100%. 

So when you're not talking about the side, it shouldn't be visible. | always 
switch off the display when I'm talking about something that has nothing to do 
with the slide. It people are busy looking at the slide, they aret listening to 
what you're saying. I's better to use the B-ke to return to a black screen or 
replace the slide with some form of wallpaper such as a company logo. 


Inve Sanchez, Fasc nays. 
me ls very important that the presenter speaks to the 
=) audience and doesr't read to ther! The speaker must make eye- 
„ contact and not watch the monitor or screen while he or she is 
talking. | think ifs extremely boring when someone just reads 
slides word for word as If R were an essay or something. 
p 


Tony Benet Media Constant 
Its called ‘Death by PowerPoint" when people use so many sound y 
effects and animations that the audience's attention is completely 
taken away from the delivery of the message. I think PowerPoint is 
a fantastic too, but just because it has so mary effects you don’t 

have to use them all. Overuse is overkill here. 


'OVER TO YOU. 


What kinds of tools and visuals do you normally use in your presentations? 
What tips can you think of for using visuals effectively? 
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[STARTER 


As you can see from this graph ... 


What are these visuals called in English? Match the numbers to the descrip 


bar chart flow chart pie chart 

table map organizational chert/ organigram 
technical drawing (ine) graph 

t ‘ 7 Gs 


- 
TET EE 
E3 


Tae 
- 


E 7 


KE oe 


B 
H 


Which of these visuals would you use to descri 


a your company’s market share? 
b the steps to be followed from order placement to delivery of a product? 
€ your company's new organizational structure? 


4 


UNTA As you can see fom this graph... 


Listen to excerpts from three presentations and say what visuals are used. 


Presentation 1: Presentation 2: Presentation 3: 


Now listen again and complete the sentences. 


Presentation + 

1 The next shows the by age in our company. 

2 You can see that the biggest CJ indicates the of employees in 
the age group 30 to 59. 

Presentation 2 

3 Letsnow ar the sales figures over the past five years. 

À The key in the bottom __comer shows you which colour which area. 

5 OK, so fu like to ft u attention to the sales figures for France - that's the blue 
line here, 

Presematon 3 

6 Now lá like you io at this next which shows how the cost of 


living developed i 


Europe between 2003 and 2co7. 


7 f you look at the on the you will see that the highest 


increase was in 200: with a rise of 2 


TALKING ABOUT VISUALS 


The first rule of preparing effective visuals is that they should be clear and easy fr the audience to follow. 
However, sometimes it is necessary to explain a more complicated visual and itis always necessary to 
point out the most important information. 


Explaining a visual Highlighting information 
Lets now look at the next slide which shows ~. I'd like to start by drawing your attention to .. 


First, let me quickly explain the graph What Id like to point out here 
‘You can see that different colours have been usedto | think youll be surprised to see. 

indicate. Fd like you to focus your attention on 
The key in the bottom left-hand comer shows you... Lets look more closely at... 


is the box: 


on the right? 


1 
2 
3 
4 
5 
6 
7 
8 


34 | UNITS Asyoucan see fom tis graph. 


3 Match the two parts to make sentences used to talk about visuals. 


1 Lets now have a look a shows our revenues sinces 2004, 
2 The black line gives us b the next pie chart. 

3 tach line on the graph indicates. € at how the new division will be structured, 

4 Inthe upper right-hand corner d attention to the figures in the left-hand column. 
5 The graph on the following slide e you can see the specifications for the TP model. 
6 Now lu like you to take f the sales figures for the VW Fox. 

7 The names of the new models are listed g table on the right 

8 You can see the test results in the h alook at the next slide. 

9 This aspect of the problem is illustrated in i the production output ofa different product. 
10 l'dlike to draw your. j across the top. 


4 A head of department from a private medical insurance company is telling colleagues from the 
Italian parent company about last year’s health spending. Look at how he describes this piechart 
and complete the gaps with words from the box. 


account * amount * attention * divided + see e shown * surprised e total 


This pie chart shows our total health spending for the last year and how it is 
‘among the various health sector areas. Lets begin with the biggest area, which is 
in green. We can - that 31% of our total health spending 


went into hospital care last year. The second biggest area with a of 23% is 


‘other spending’ — that's the red segment here. It includes dental services and home health ca 
think you'll be io see that nearly the same 


— was spent on doctors and clinical services. This was mainly because of the increase in medical 


that’s 22% 


technology costs. ic now like to draw your to the prescription drugs which 


* for 10% of our total costs. 


‘Total Hoath Spending 


UNTA Asyoucan see fom iis apn. | 38 


5 Twopresenters are describing graphs. Listen and complete the graphs. 


Passenger Volume (ito) Systex Success Story. (s bosse wis) 


em Fb Mar ap May Ju , up Se 05 ' a4 G ss 


I 6 complete these sentences from the two excerpts with words from tho boxes. 
E Then listen again to check. 


Presentation 1 


decline * fall + ñuctuated * picking up * reached * rose . slumped 


1 Asyoucan see here, passenger numbers between 2.1 and 2.3 million in the. 
first four months. 

2 Theyeven moderately in May .. 

3 In June you'll notice a sharp. in passenger numbers 

4 Passenger traffic to about 15 million -a of almost 40%. 

5 Asa result, ticket sales started in July. 

6 By the end of September passenger numbers had just over 2 million. 

Presentation 2 


increase * rocketed * rose * stood * went down 


1 The figure by about 50,000 in the following year. 


2 In 2005, however, sales to 1 milion .. 


3, 2006 even saw a further 


4 As expected, sales. again in 2007 and at just over a million 
at the end of the year. 


sales to 1.3 million .. 


3 | UNTA As youcan see fom hi raph = 


7 Theseverbs are used to describe movement or trends. Put them inthe correct category: upward, 
downward or other form of movement. 


imb + decime * decrease + double + drop * expand + fall < fuctuate + 
80 down « goup e grow e hitalow ° increase * pickup * plunge * reacha high * 
recover + remain stable . rise + stabilize . stay the same 


Downward s 
Upward Z 
Other 
TALKING ABOUT TRENDS (PAST SIMPLE AND PRESENT PERFECT) 


We use the past simple to talk about a movement or trend which happened in the past and is now. 
finished. Signal words for the past simple are last month/year, in January, from 1997-2001, during the 
oil crisis. etc. 


In April the rate of unemployment rose to 5 million. 
Between May and July our export business almost doubled. 
In 2003 alone China's car production increased by 85%. 


We use the present perfect to talk about a movement or trend which started in the past but is not yet 
finished. Signal words are since (since August). for (for five ears). this month/year ot expressions with 
cover (over the past six months). 


The number of German investors has declined since 1995. (It is still decining .) 
The US economy has grown rapidly over the past jour months. (1t is still growing ~.) 


Note the difference between rise and raise. 


to tise (without an object) to raise sth (with on object) 
Petrol prices rose again in May. The oil industry raised prices last year. 
The number of tourists has risen to 2.6 millon, The European Central Bank has raise 


interest rates. 


UNIT As you can see fon this graph... 


Use the notes tomake sentences in the past simple or present perfect. 


1 telephone costs/rise[since January 
Telephone costs have risen since January. 


2. sales /drop/at the beginning of the year 


3 energy consumption /increase/over the past 30 years 


4 gas prices/go up last month 


5 number of customers/grow/since 2004 


6 surprisingly interest rates /fall/yesterday 


7 TBNs share price hit a low after the crash in 1999 


8 online bookings/ double since May last year 


9 between May and July/ order volume fluctuate 


Rewrite sentences 1-6 to express the opposito. 


1 Telephone costs have fallen since January. 


Read the following sentences and check whether rise and raise have been used correctly. 
If not, correct tho sentence. 


3 We haven't raised prices since 1 January 2003, 
Unemployment raised to a record high at the beginning of this year. 
Why did they rise their rates last December? 

Train feres have risen by 5% in the past two years. 

Interest rates will raise again this year. 

‘The company rose the dividends in March. 
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10 Choose the correct verb to fit the sentence. 


aun 


Productivity hes hit a low/has gone down/fell in November. 
Output climbed un / das improved [recovered since 2003 

After the takeover in May sales grew up/have decreased /plunged. 
This year our market share raised/has grown/ dropped down by 10%. 
Staff numbers have doubled/rose up have raised this year. 

In 2004 sales have climbed /slumped /have risen. 


The sentences below can be used to describe the graph on the right. put them inthe correct order. 
‘Then isten to check. 


à dn June, however, the programme's market 
share plunged to 6%. 

b Over the next three months, the figures 
continued to rise steadily and reached 
record levels each month: 11% in july, 12% 
in August, and 14% in September. 

£ The next graph shows the market share of 
Lifestyle Today for the first six months after 

was launched in April 2005. 

d This drastic decline has a simple cause. 

We lost a large part of our audience to live 
transmissions of two major sporting 
events: Wimbledon and the Confederations 
Cup. 

e As you can see, we started off with a rather. 
low market share of about 7%. 

f Fortunately, this was only a temporary 
setback. 

g Audience ratings improved significantly, 
climbing to 10% in May. 


Match words from columns A and B to make word collocations from the text. 


^ . 
drastic significantly 

improve ebe 
rise steadily 


temporary dedine 
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TALKING ABOUT TRENDS (ADJECTIVES awo ADVERBS) 


Adjectives + nouns. Adverbs + verbs 

There was a sudden increase in prices. Sales increased slightly in summer. 

In August, we notice ê moderate fall Over the past two years the number hes dropped significantly. 
This was followed by a gradual decline. Last month the rates rose sharply. 


12 complete the sentences with the correct form of the verb/adverb combinations in the box. 
The symbols indicates what kind of movement is described. 


decline slightly * decrease steadily * fall dramatically * 
grow considerably * increace-slightly * rise sharply 


1 The line graph shows that turnover has increased slighty She May. = 

2 You can see here that interest rates at the beginning 
of 2004. Y 

3 Overthe past six months, sales 

4 The oil p after the fie in an oilfield. / 

5 The number of online stores this year. Z” 

6 Our sales force since 2001. w 


13 Rewrite the sentences using an adjective + noun expression and one of the sentence beginnings 
from the box. 


There was / las been .. Inis was followed by .. * We have seen 


i Tumover has increased slightly since May. 

There has been a slight Increase in turnover since May 
2 Income fell sharply last year. 

Thio was followed bya. 
3 The number of jobs has declined drastically this year. 


4 Hotel rates dropped slightly in Munich. 


5 Tourist numbers increased suddenly. 


e Social security costs have grown steadily. 
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Sometimes itis necessary to interpret the visual, for example by explaining the reason behind a 
fact (the cause) or its consequence (the effect). Use words from each column to make sentences. 


1 There are several caused for the decrease in productivity. 

2 We chose this method has led a new overtime policy. 

3 The resulted by the collapse of one of our partner firms. 

4 Our new policy reasons ol tis move was a drastic increase in our costs. 
5 The slump was thanks to to a significant rise in sales. 

6 Downsizing and in a drastic fall in staff numbers. 

7 Weincreased our prices | because our sales went up! 

8 Our output has doubled | result we needed reliable figures. 


Which sentences above explain: 
cause? 


effect? 


Complete the presentation extract with the correct prepositions from the box. 
around . at e between . by * from « in e of e to e until 
The graph shows our online sales figures for the EU market. 2006. In the frst quarter, 


online sales averaged —! 50,000 and 52,000 euros. In April, sales increased $ 


61,000 euros and remained steady “ the end of the second quarter, In the third quarter 


we notice a sharp rise > 61,000 to 87,000 euros, an increase ^ almost 

50 per cent, In October and November, sales fluctuated 7 the 85,000 euro mark 

This was followed by a slight decline in December, with online sales falling S ro per cent, 
reaching 73,000 euros. 3 the end of the year.” 


Put the words in the right order to make sentences with expressions from this unit. 


1 chart percentage our of pie share the the market shows 
2 travel 2006 according costs since risen the have sharply to study 
3 rates 0.5% beginning year the the interest were of raised by at 
4 June rise in dramatic 15% in was there costs transport e of 

5 low December our in hit a productivity 

6 decline by poor situation the economic the was caused 
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17 ls your tum now. Either describe one of the graphs inthis unit or describea graph or chart 
of your own. Try to use words and phrases from this unit to present the visual. 


CHECKLIST FOR USING VISUALS (GRAPHS & CHARTS) ë j 


1 Make your visual as clear and easy to understand as possible. 

Start by telling your audience what the graph/ chart illustrates. 
Highlight the key points. 

Say why these points are important (and explain the cause or effect). 
Use different verbs to express movement development. 

Use the same key words and phrases you used on your bullet charts. 


NNNNNN 


m What advice would you give someone who has to describe trends on graphs and charts? 


Work with a partner to make a list of tips. Then read what advice James & Gillham, 
aninternational firm providing financial services, gh 


n their intranet. 


J&G 


El 
L 
DUET ERU EU ET 
J| v Wa Peu am Sutera ein 
Pass e W 
. esame 
Hen e eee, EE 5 ff, eee 
you tal ow e een re tee Ce oe 
í 1 E 
H| vnen you nestusea ee 
Í| rere orcnarinyou El —L inn an 
presentation. : atte dela EI Useicierestingand varied 
H Bl rine movement you want language to describe rends You 


Which of the tips above were on your list? Which are new? 

Which of the tips do you think are the most useful? 

How often do you have to describe charts or graphs in English? Which types of visuals do you use 
most frequently in your presentations? 


2| 


m 


To sum up 


EC Look at these final statements from different conclusions. Which ones do you find most effective? 
Work with a partner to rank them (z = most effective, 8 = least effective). 


a 
b 
c 


Thank you very much for your attention. 

In conclusion, ld like to highlight our company’s highly innovative products. 

So, to put it in the words of the famous H. Gordon Selfridge, “The customer is always right.” 
Well, dont know whether this was helpful but I'd like to leave it here. 

We have all the facts. Lets get to work now! 

The one last thing I'd like to say is: it's your choice. 

So, that's all | have to say. | hope you haven't al fallen asleep! 


To conclude, | want to come back to that story | told you at the start of my presentation and 
say one word: apple pie! 


What do the presenters try toachieve withthe different endings? 


I Listen tothe conclusion of a presentation and answer the questions. 


1 What was the brief? 3 What is the best solution? 
2 What are the options? 4, What does the presenter recommend? 
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2 lool at these sentences from the presentation and put them in the correct category in the table. 


Til just run through the three different options .. 
Wed suggest .. 

Now ll be happy to answer any questions you may have. 
Wed therefore recommend that we 

Before | stop. let me go through my main points again. 
vel. this brings me to the end of my presentation. 


CONCLUSION OF A PRESENTATION 
Signalling the end of the presentation. 


‘Summarizing the main points 


Recommending or suggesting something. 


Inviting questions 


Now add these phrases to the table above. 


a Thank youll for listening, b In my opinion, we should ~. 


< We just have time for a few questions. d To sum up then, we 


© OK, 1 think thats everything | wanted to 
» qd like to run through my main 


points again 


F Are there any questions? 


h As a final point, ia like to i fm now nearing the end of my talk... 


j Just to summarize the main points of my talk k What [d like to suggest is 
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3 Unscrambiethesentencesto make typical sentences from a conclusion. 


1 Well,/the end ol toda // inge me/to/ my talk /that 


2 Before / cey issues /go over/the stop. [let me/again 


3 As a/means/let me say /for us/ what this/final point, 


4 Finally, lee to issue/ highlight /rd/one/key 


5 To sum / looked at /product range/up then, /the new /frst/we 


6 That/logistics / ust about / o Soy / about / wanted/ everything /covers 


4 Complete the sentences with words from the box. 


come back * figures we have * final point * briefly summarize * 
my opinion © now approaching * suggest that * to highlight 


1 Ifl may the pros and cons. 
2 Based on the _ 
that we must act quickly. T 
3 Wel, m the end ofmy 
talk 
4 OK, Id now like __the key 4 
figures. 
Let me make one _ q 
$n „we need a new sales 4 
strategy. 
di , 
beine tothe keyissue, ! 
81 we work together with our French partners. 


5 Use the noteson the next page and follow the flow chart to practise the end of two talks. 


‘Signal the ‘Summarize 1 ‘Make your 
ender eur map belay eee ane mm T — 
talk points — statement. * 


point 


UNITS Te sum up 


Update on new software project 


saad about Aaye with ret tale & hov were dealing 


with them. 
reviewed partners involved in projec 
with them most effectively" < 


low we can work 


D tev pomt: IC Design 
- thene stepo - where we go from here de need Important 


— d projec! 
(a lot of experience 
ksi ca 
reputation for quality) 


D É uistentotourconclusions and say which technique is used in which presentation (1-4). 


Technique. Presentation. 
Call to action 

Story 

Question 

Quotation 


Which sentences (2-4) come from which presentation? Write the number of the presentation 
in the box. Then listen again and complete the gaps. 
a So, this opportunity to get ahead of our 
competitors? 
b Id just like to. former US president Bill Clinton 
once said: "fou can put wings on a pig, but you don't make it an eagle’. 


€ __ „ upan appointment with our project manager 
and our SAP consultant and we can work out the Best Practice solutions that suit your. 
business. 

d 1 told at the start of my talk. ç 


the sales meeting in Vienna with the disappointed Japanese businessmen? 


that knowing your entire product range is the key to success. 


ru 
Using questions Referring back to the beginning 
After al, ist that why wete here? Remember what | Said at the besi 
Let me just finish with a question: If we don't w 
doit, wont somebody else? let me just go back to the story | told you ear 
Remember, 
Quoting a well-known person 
As once said, Catling the audience to action 


So that's the plan. Now lets go and put it into practicel 
So now its your tum. 
Now let' make a real effort to achieve this goal! 


To quote a well-known businessman, 
To put t in the words of . 


„ee suni 


7 


Match the two parts to make final statements from conclusions. 


1 To put it in the words of Albert Einstein, a “Look for your choices, pick the best one, 
2 | would like to finish my talk then go with it” 
3 Let me go back to b with an important question. 
4 So now it’s < about the new branch in Tokyo? 
5 Remember that story | told you d get down to work! 
6 As the famous basketball coach Pat Riley e what I said at the start of this talk. 
sald: f "Ihe important thing is not to stop questioning." 
7 OK, and now let's 8 uptoyou. 


Complete the sentences with prepositions from the box. 
about « by e for . in e on e out e through e to 


1 Based what we know, we can optimize our procedures. 
2 my opinion, we should go ahead with the project 

OK, this brings me the end of my talk. 

What does this mean ‘our business? 


Let me just go the key issues again. 
We found that our sales force needs more support. 


Well that's all wanted to say — strategic planning. 


exo vo w 


We saw that the delays were caused. technical problems. 


Use the clues to complete the crossword puzzle. 


4 I would like to begin my presentation with a " 
— from a great leader: 

5 Anagram: TGUSSGE F] P 

6 Iwili now .. some important points for 
discussion. 

9 Another verb for ‘summarize’ 

10 OK, that's „ wanted to tell you about new 
technologies. ü 


1 Whats the preposition? Let me run... the eT T E 
main points again. 


2 After weighing the pros ard .. we think a 


merger would be the best option. 


3 The most important points or the issues. — P g 


7 Another word for target- m sure we can 
reach this 


8 These results are excellent. They show that 


we are on the right. 
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USING YOUR VOICE EFFECTIVELY 
How you say something is often just as important as what you say. You can use your voice and the way 
ou stress words or make pauses in sentences to make your presentation more interesting and easier for 
| the audience to follow. 
Stessing words 
| By emphasizing particular words or parts of words you create certain effects. Notice how you can change 
| the meaning of a sentence by putting the stress on a diferent word. 
We all know that this is on extremely dificult market. Gts more than just difficut) 
We ail know that this is an extremely difficult market. (you and | agree on this) 
We ail know that this is an extremely difficult market. (but they don't) 


Meking pauses 
You can use pauses to slow your pace down and make your sentences easier to understand. Group words 
into phrases according to their meaning and make pauses between the phrases, 

In my opinion we should go into other markets. 

In my opinion // we should go / into other markets. 


On the other hand, the figures prove that we are on the right track. 
On the other hand, / the figures prove / that we are on the right track. 


10 loox at the cluesin brackets and underline the word which should be stressed in each sentence. 
1 Clearly we need to look at this again. (it's obvious!) 
2 Clearly, we need to look at this again. (twice wasn't enough) 


3 We will never get such a perfect opportunity again. (this is our only chance) 
4 We will never get such a perfect opportunity again. (but perhaps the competition wil) 

5 l'é like us to work out a strategy. (and nobody else) 

6 li like us to work out a strategy. (a plan is important) 

7 There hasn't beer a dramatic increase in production costs. (but there has been an increase) 

8 There hasn't been a dramatic increase in production costs. (the increase wes in personnel costs) 


9. | think we've made a good start (but you might not agree) 
10 | think we've made a good start. (but there is still a lot to do) 


n This is not the only option. (There might be others) 
32 This is not the only option. ¶ have a better one) 


33 Sales this month have been quite good. (But not brilliant) 
34 Sales this month have been quite good. (We are pleased) 
35 Where do we go from here? (I have absolutely no idea) 
16 Where do we go from here? (Normal question) 


Now work with a partner and practise reading out the sentence pairs with the correct stress. 
Can she or he hear the difference in meaning? 
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9 11 Read the following text. Underline the words which you t 
double slashes (// for pauses in the sentences. Then listen and check 


nk should be emphasized and use 


Finally, let me come back to the key points of my talk. 
1 told you that in the first quarter, more than halt, or 52%, 
of our revenues came from overseas. This is in line with the 
targets we set out in 2004 when we decided we wanted to 
continue to rely on overseas markets, especially China, to 
keep growing. In the past three months, we've added more. 
new customers in China than in any other country. 

Now what are our targets for the next few months? The first 
major step will be the introduction of cur PayPal payment 
service in China. And then we will focus on finding customers 
in existing markets, such as the US and Germany, who 

havent tried buying from our website yet. 


12 rut the words in the right order to make sentences with expressions from this unit. 


points again go Id through like to the main 
opinion strategy sales to our change my we in have 
recommend market focus Aslan I'd that we the on 
now end presentation approaching l'm of the my 

all now put let's practice into it 


13 w'syourturn now. Follow the checklist to practise making conclusions. Try touse words and 
phrases from the unit. 


CHECKLIST FOR CONCLUSIONS. 
7 1 Signal the end of your talk. 
2 Summarize the key points. 

Highlight one important point. 


NAAN 


3 
4 Explain the significance. 
5 Make your final statement. 


UNITS To sum up 


On his website, the American presentations guru Charlie F. Elroy, talks about his strategies 
for good conclusions, 


[*] 


— — 


Make a good lost impression 


Dorit forget that last impressions are just as important as fist impressions, 


1 personally thir 


the end of your talk is even more important than the 


beginning because people tend to remember most the last thing that they are. 
tod 


Make them listen! 
When you move trom the main part to the conclusion, use a sentence that 
signals to the aucience that now they really have to sit up and listen! 


Make a lasting impression! 


Your conclusion is the place to make sure that you have planted the key ideas 


Charie F ty 


of your talk in your listeners! minds. Don" miss this opportunity! 


Here are some of my strategies for effective conclusions: 


1 


Summarize the main points 
This the most widely used method but borrmring!! However, sometimes you will find it's the 
best strategy. Just sum up the main points you have covered in the middie section, 

Quote a famous person 

Quote something from a famous person that fits the content of your talk and use it as a final 
statement. You can find lots of quotations on the Internet. Ifyou can't find one, make it up. 
As iongas it fits, no one will ever know. 

‘Ask a provocative question or make a surprising statement 

‘Ask a question which surprises, shocks or provokes your audience- anything to make them 
think and to make a lasting impression. Or you can just say something unusual, unexpected, 
‘or even shocking to help support your key points. 

Use the ‘sandwich’ technique 

Think of your presentation as a sandwich with two slices of bread introduction + 
Conclusion) and the cheese in the middle (main part). The ‘sandwich’ strategy means that 
you have a connection between the beginning and the end cf your talk. If, for example, you 
Sart telling a joke or (funny) story inthe introduction, stop at an exciting moment and move 
on fo the main part. Thon finish tho story/joke in the conclusion, 

Thank the audience 

Fugeddabowdit!* Forget standard phrases such as Thank you very much for your attention" 
or ‘Thankyou for listening’. After a good presentation, it is the audience who should be 
thanking you! 


* = Forget about it 


Which tips do you think are the most useful? Which are not useful at all? Why do you think that? 
Can you think of any other strategies for making good conclusions? 
How might cultural differences between you and the audience affect the way you end a presentation? 


Do you remember a conclusion you found parti 


ularly effective? What did the presenter do? 


as 


22 


Any questions? 


Work with a partner. Ask each other the qu 


Then tell the class what you found ou! 


Do you prefer questions during or after the presentation? Why? 
How do you feel about the question period at the end of 

a presentation? 

How do you prepare for the question period? 

How do you deal with questions you don't want to answer? 
What do you do if you can't answer the question? 

How do you deal with dominant participants? 

Do you remember a presentation in which questions were 
handled well/badly? What co you think went right wrong? 


Listen to fourexcerpts from the question phase of a presentation 


How does the presenter deal with the questions? Tick (/) the cor 


TOSIA 


She answers the question. 


She doesrit answer 


She doesnt know the answer. 


‘She doesrit understand the question. 
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2 Ustenagain and complete the sentences from the presentation, 


5 1 And now l'Il be any questions you may have. Yes? 
w You were talking about software problems. What exactly en 
Well, 1 that the new software is being tested at the moment. C.) 


Does that answer your question? 


Š 2 telling us whether the new softwere will help to improve our 
z company’s image? 
I'm afraid | don't — — your question. Could you be a bit more specific? 
5 3 Ihave tts about the piloting stage. Which division will start piloting 
T the software first? 
Ifyou Id prefer not to discuss that today- 
, there will be a meeting next week where that will be decided. 
D 4 You spoke about special training courses earlier. how they will be 
i organized? 
sory, that's not my field. But m sure Linda Cole from the training 
department that question. 


DEALING WITH QUESTIONS 


Asking for clarification 
If you do not understand the question, politely ask the person to repeat or explain it 


Fm sony. Could you repeat your question, please? 
Tm afraid | aun t quite catch thot. 
Tm afraid I don't quite understand your question. 


Avoiding giving an answer 
Sometimes you may not wart to answer a cuestion, perhaps because its the wrong time for it or the 
question is irrelevant, When avoiding giving an answer, make sure that your tone of voice is friendly and 
your reply is poiite 


If you don't mind, I'd profer not to discuss that today. 
Perhaps we could deal with this after the presentation at some other time. 
m afraid that’s not realy what we're here to discuss todoy. 


‘Admitting you dort know the answer 
Ifyou domt know the answer to 2 question, be honest and say so. Offer to find out or name a person who 
can answer the question 


Sorry, that’s not my field. But im sure Peter Boit from Sales could answer your question. 
Tm afraid | don't know the answer to your question, but 'l try to find out for you. 
Tm afraid /m not in a postion to answer that. Perhaps Moria could help. 
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3 Maten the wo ports io make sentences. 


I'm afraid 1 don't know that. 
[m afraid l'm not 
Does that 


could answer that question for you. 
ina position to comment on that. 
quite understand your question 


1 Good point, but I'd prefer a your question please? 
2 Perhaps we could b deal with this at some other time. 
3 Could you repeat € on the top of my head. 

4 Im afraid thats d not to discuss that today. 

5 I'm sure Ms Major e answer your question? 

6 Sony, dont f not my field. 

7 s 

8 h 

9 i 


Now decide which of the sentences above you can use to. 
a ask for clarification: 

b make it clear you dort want to answer the question: 

c admit you don't know the answer: 


4| Complete the dialogue with phrases from the box. Then listen and check. 


Could you give us * Does that mean * Are there any questions + 
Go ahead + Excuse me * No, no, not at all * | suggest you speak to 


* I'd be interested © Would you mind + May | ask 
Presenter 
Susanne — Yes, | have a question. ? some background information on Track 
ud? 
Presenter Certainly. Theyre one of the leading manufacturers of outdoor equipment in the UK 
with more than 35 factories worldwide. 
Tim telling us why you've chosen them as partners? 
Presenter The answer's quite simple. We were very 
pressed with the quality of their products and their prices are very attractive. 
Awete — a question? 


Presenter Yes, of course. 


Amete 00 / to know what their terms of payment are. 


Presenter lm afraid | cart answer that question. 5 Sylvia Baker = 


she would be the right person to ask. 


Alex Mou mentioned a London office. 


we do business through them? 


Presenter Thats right. We need to discuss the details though. 


UNIT Any questions? 


ASKING POLITE QUESTIONS. 


There are different ways of asking questions in 
itis better to use less direct questions 


glish. Ifyou want to be more polite (and less aggressive), 


Direct questions Less direct questions 
When do you plan to move to Geneva? — Could you tell me wen you plan to move to Geneva? 
What is the project status? Do you mind f ask what the project status is? 
Note that in polite questions it is often necessary to change the word order or acd words like if or whether. 
What's the current project status? > Can you tell me what the current project status is? 
{stat the final decision? & Could you tel me whether / i that's the final decision? 


ol e given to make them more polite 


What you think 

1 Are there any other options? 

2 What would that mean for us? 

3 How do we compare with other firms? 

A Will we cooperate with our branches in the UK? 
5 How did she arrive at these results? 

6 Are there any figures to back 


this up? 
— 


What you ask. 


1 Maylask -A. anyother 


2 Do you mind telling me 
3 May lask 


4 Can you tell me 


Would you mind telling me. 


6 Could you tell me 


Now match the question b he answers. 


a Of course, Basically we have two alternatives. 
b Well, first of all, more work for each of us. 

c Yes, we vill "ve already contacted the London office. 

d. Yes. As | said earlier, l'Il be passing out handouts with the latest data. 
e Very well. At the moment we are market leader 


f Notat all. They are based on the latest study. 


s3 
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ANTICIPATING QUESTIONS. 


Ifyou know your topic well and know who your audience is, it is possible to anticipate most of the 
Questions that will be asked. When preparing your presentation, always try to make a list of questions 
you expect to be asked, Some of the most common questions will be something like: 


What has to be dore? How long does it take? 
How much does it cost? 1s there a deadline? 
What are the alternatives? Do we get support? 
Who will be responsible? What can go wrong? 


6 Workwith a partner. First think of a topic you both know well (e.g. an update on a current 
Projector plans for a new project). Work separately towrite four or ive questions about the topic. 
Then use the flow chart to practise asking and answering your questions. 


^ ^ 
Ask a question 
(politely). beg 
B 8 D 
Say that you dont ier lb Check that + 
understand. understands your 
Ask ^ to repeat. quentes: answer. 
A A 
Repeat the question re 
using other words. 
V Admit you dont know P cive a reason why you 
ra you dom want to answer 
dee the question now. 


jes you have to deal with interruptions or unexpected questions during your 
presentation. Listen to the following excerpts from four different presentations and say in which 
one the presenter: 


a postpones answering the question. 


b deals with an aggressive question. 
C explains a term that somebody doesn’t understand. 


d deals with a difficult question. 
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š 
B, Ë nowiisten again andcomplete the sentences the resntersuse to deal with theinterruptions. 


1 is how we can 
meet the delivery date as we are slightly understaffed in production at the moment. 

2 Som, 
when we discuss the financial side of this merger. OK, | was just moving on to the timing of the 
merger and ... 

3 Yes let me just 

so that everybody can hear. 
4 Yes, sure. the big credit card companies .. use special microchips 


instead of the usual magnetic strips on their cards. 
your question? 


DEALING WITH INTERRUPTIONS 


Sometimes you may be asked questions during the presentation, even if you have askec the audience to 
wait. Whereas some questions can and should be answered quickly (for example, when a participant 
hasnt understood something you've said), you might prefer to postpone unwelcome questions or 
comments. 


If you don't mind, l'l deat with this question later in my presentation. 
Can we get back to that a bit later? 
Would you mind waiting with your questions unti the question ond answer session at the end? 


After answering questions, especially those that require a longer answer, it is sometimes necessary to 
remind the audience what you were talking about before the interruption 


Before we continue, let me briefly summorize the points we were discussing. 
So, back to what | was saying about 


Q Complete the sentences with verbs from the box. Sometimes more than one answer is possible. 


answer * deal . go * mention * mind * move * prefer + recap * summarize 


1 Well, actually, I'd to answer your question after the presentation. 
2 To what we were discussing, let me the following points. 
3 Sony but Id rather not with this question now as we'll be looking at that in 


detail later on this moming. 


4 let ne just . — beck to what we were discussing earlier. 
n _ this question in the course of my presentation. 

6 Before we on, let me briefly the main points we have been 
talking about. 


7 l'm sory, but would you waiting until the question period? 


UNTG Any questions? 


REFORMING QUESTIONS 


t is sometimes necessary to reformulate a question (ie. say it in another way) before answering it. This not 
oni gives you time to think, it also allows you to make sure you have understood the question. With a 
large or noisy audience, it allows the other participants to hear the question (again) and finally it gives you 
the chance to change the tone of the question, e.g. by making it less aggressive. 


‘You can use the following phrases and the techniques in the table below to reformulate questions: 
I see. So, what you're asking is: ~. 
If! understand you correcty, you want to know 
OK, let me just repeat your question so everybody can hear i 
If could just rephrase your question 


The question is: ‘You reformulate to make it: by: 

negative positive leaving out negative words such as 
Ist there o better solution? What would be o better solution? — _no, never, none 

aggressive neutral avoiding words which sound 

Do you honestly believe You're asking whether! think aggressive or have a negative meaning 


ve can get the contract? itis possible to get the contract. — such as honesty, really, disaster 


10 reformulate the following questions using the techniques and phrases in the box above. 


1 Are you really sure we can meet our deadline? — 4 Do you honestly think we can rely on them? 
2 Won't we get support from headquarters? 5 Isntt there a better way to reduce costs? 
3 Do you really think this will work? 


11 Putthe wordsin the right order to make sentences with expressions from this unit. 


point back perhaps get we later cen to that 
answer question can’t afraid | that m 

correctly Ive you'd system if understood works know like how the you to 
deadline interested meet Id to know the can if be we 

those arrived you how may figures at | ask ? 

Sarah to department speak suggest you | the from marketing 


It's your turn now. Practise the phrases from this unit using the checklist, 


CHECKLIST FOR QUESTIONS 

na ts 
2 Make sure you have understood the question correctly. 
Relormulate the question in your own words. 

If you want to postpone the question, say why politely. 

Ifyou don't know the answer, say so and offer to find out. 

‘Answer irrelevant questions politely but briefly. 

Check that the questioner is satisfied with your answer, 


RARARA 
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Look at what these people say about the question and answer session 
Which opinion(s) do you agree with? 


Person + Forme, the question and answer session the mos 
diet part o a presentation. | don't ite itat al You never know 
wit questions wil be asked, so you ca rely prepare aways 
feel extremely nervous. The problem is you have to say something 

A a 


Person z Ifyou ask me, most questions aren't really questions at all. It 
seems as ifa lot of people ask questions not becouse they want to get an 
answer but because they want to show the other participants how clever 
they are or how funny or whatever. think some people just want to show 
Off or be the centre of attention. 


Person 3 / ike the way questions ore asked by American audiences. 
1 ‘My experience is that they usually say something positive about a 
presentation before they start asking questions. I think that's a very 
‘900d thing because the questioner shows some respect for the 
presenter and also helps create o more relaxed and friendly 


E^ atmosphere during the question period. 


Person 4 | think irs important to ty and predict oll the questions you might 

be asked. Before a presentation I always make a list of questions expect 

people to col. Then | think about possible answers and practise them. Some- 

times l even get fiends and colleagues to ask me questions. Of course you. 

can't anticipate al the questions but at least you don't need to worry about 

the anes you have thought about. fee! much more comfortable this way. a 


Person 5 You need to decide when you want to answer questions. 
Allowing questions during your talk usually creates o rather informal, 
seminarlike atmosphere. You can answer questions directly and involve 
the audience. On the other hand, answering questions after the 

4 presentation gives you more contro! of your structure ond timing. Ifyou 
want questions after your talk, you can say thot your time frame b very 

ñ tight or the topic is rather complex. 


‘OVER TO YOU. 


Do you usually answer questions during or after your talk? Which do you prefer? 
What other tips can you think of for preparing for the question period? 

How often do you present to an English-speaking audience? How different is it from presenting to an 
audience in your own language? 


Test yourself! 


See how much you've leamed about giving presentations in English. 
Use the clues to complete the crossword. 


Across 
2 Indicating the start ofa talk: c of al. I'd like to talk about the new project. 

4. RUEPTRINT: To speak when somebody else is speaking. 

10 The opposite of increase: We have experienced a drastic .. in orders. 

33 Another word for vary: Orders generally .. between 1.2 and 1.4 million. 

15 Indicating the end of one section and the start of the next: This .. me directly to my next topic. 
16 Written material for the audience: l've prepared a- for you. 

ap ina few words: Let me just go over this again . 

21 Another word for approaching: l'm ... the end of my talk today. 

22 TSMUMIRAE: To restate the main point briefly. 

23 Another word for said: As I.. earlier, the situation is improving. 

26 very small: There hos been a .. decrease in sales this year. 

27, Ifyou don't mind, I'd... not to discuss this today. 

29 Another ward for port. 

3o Another word for increased: The British government has .. taxes again. 

3i DECURONIT: Let me ... myself: My name is Brian Winston. 


Down 
What's the preposition? She's the regional manager, responsible .. Europe. 
(PowerPoint): Let's look at the next. 
A good visual for showing percentages. (2 words — 3, 5) 

To deal with something (like a question) later. 

Another word for emphasize: d ike to .. the main advantages, 

Another word for subject: Today's... is market segmentation. 

RUGIFES: Here you can see the sales... for 2007. 

A: To repeat the same question or information in a different ways. 

12 Facts and figures displayed in blocks or rows and columns. 

10 A polite way of asking somebody to do something: Would you .. repeating that? 
38 Another way to say regarding: With .. to. 

39 To make sure something is clear. 

20 What's the preposition? If we don't do something, we will run ... serious trouble. 
24 PAZEEMISH: Let me... the fact that we need to act quickly. 

25 A general description of the most important facts: ll begin by giving you a. 
28 Another word for role: / am here in my i as head of marketing. 


test el es 
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Answer key 


[uri] 
pages 
3 Presentation + 
Don Taylor 
head of logistics 
new semi-automatic shelving system 
people who place orders 
Presentation 2 
Charlotte Best 
team leader. T 
project documentation 
People involved in international project 
management 
Presentation 3 
Susan Webster 
human resources manager 
in-company training and qualification programmes 
department heads 


Formal 13 
Less formal 2 
msee 

21 fistofal 


2 introduce 
3 present 

4 perticulally; place orders 
5 make it; notice 

Š screen; topic 

7 important: involved 

Š aware; schedules 

3 probably; human resources 
10. department heads; Fi need 


3336 bass 28 
order b-c-a-d 


Pager 
1 Hi, everyone, 

2 What I want to do todoy S 
3 Asyouknow m... 

4 ts goed to see vou all here 
5 in my talk Pl tel you about 
é 
7 
E 


d 47.10 


Today fm going to talk about 
OK, shall we get started? 
| know you are all very busy .. 


Pages 
6 2 showing you how the database works. 

3 taking about EU tax reform. 

4 bring you up to date on SEKO's Investment 

plans, 

report on our financial targets for the division. 
update you on the proposed training project. 
looking at business opportunities in Asia. 
begin by teling you what Jane's group is working 
on 


rageg 
7i start 
2 Then 4 divided 


third 


3 Finally 5 at 
e Me 


Sif 3 of So 7 about 
2o e 6 wih 8 to 
page 10 

gid 
af 
35 
n 
B-D- 
age ss 

202 sections 
3 fm 6 eile 
4 After that: tum 


maa b3 ci do 


1 You know; came across: magazines 
2 Imagina; responsible: go about it 
3 Did you know 

4 asking you a question; tell you why 


jid you know that American Airines saved 

$40,000 in 1987 by eliminating one olive fom. 
sach salad served in first class? 

2 read in an article somewhere that car'tisa 
fourletter word. I tend to agree with that! 

3 Imagine you won a milion euros. Who would you. 
tel frst? 

4 Can we really compete with the Chinese? OF 


preis 
141 OK, shall we get started? 
2 The subject of my presentation today is customer 
satisfaction. 
— take about 30 minutes. 
< "focus on three issues. 
5 We will start by looking at the curent status of 
the project 
6 Did you know that this car îs very popular in China? 


45 Suggested answer) 
id 5D t 
2A 4H ÉG 


9E 


[uw] 
bete s 
STARTER 
Suggested answers) 
10 jb ga 7 ale 
ic aa ba 
a chorttime work 5 
insurance market 2 
handbooks i 


tansport regulations 4 


+ Informing tne audience about something: 2, 4 
* suggesting some solutions to a problem: 1, 3 


page 16 
21 ldlketo do 
2 purpose; major developments. 
3 wan to do 
4 objective 


„ š The purpose ef my talk today is to update you en 

new developments in R&D. 

2 What | want to do isto present attematives to 
existing booking procedures. 

3 My aim is to show you how to cut costs in IT 
suppor. 

< The objective of my presentation 5 to give you 
an overview of ne British job market. 

s Our goals to determine our sales targets for 
next year 

{6 am here today to report on my/our company's 
investment plas. 


aic 2a 3b se sd 


page 37 
13 sothats 6 my next point 

2 letsmove on f So much for 

3 Aslsaidearlier — 8 Let's now tum 

4 rdliketotell — 9 what | said earlier 
5 let mo give you 

LI 


5 2 So, lt me give you a brief overview. 
3 This now leads us to my next poirt. 
4 Lets move on to the nex point. 
5 Let's now turn to the nex issue 
Š So much for... 
7 So that's the background. 
8 Asl said earlier 
9 Let me now come back to what | said earlier. 


This brings us drectiy to my next question. 
This leads to the next point, which is price. 

Let's tur now to the issue of customer service. 
AI mentioned before, d lke to give you a brief 
overview of our activities. 

Falke to come back to this question later, 

Lers go back to wnat we were cscussing earlier 
As said earlier, I'l be focusing on our new sales 
strateges. 


Answer key 


pases 

„ 1 main points 5 covered 
2 discussing $ wanted 
3 inform 7 lens 
m š back 


8 suggested answers) 

2 As you all already know, Tony Dale b our new 
‘marketing manager for print media. 

3. As | said at the beginning of my talk, we cant 
operate from our local airport because we have 
no permission not been given permission. 

„ AS [esplained ten minutes ago, we have to 
choose between two options. 

5 As you can see on the slide, sales have increased 
by 10% since the beginning of he yea 


„ Tue 

2 False: There are only problems with supply and 
distibutior. 

3 Tue 

4. False: They have had to retum around 40% of 
the bottles 

5 False: They may have rouble with ther 
Christmas busines. 


page20 
20 1 are „. having 5 prevent 
2 identity 6 accept 
3 deal 7 dont sove 
À cope 3 will 10 nn 
pare as 
aa deal 4 take care 
2 cope 5 salve 
3 identify 6 che 
a2 1 with regard 4 Apart from 
2 Moreover $ regarding 
3 concems Š According to 


43 1 Let's now move on to the nest point, 

2 As you all know our topic today is globalization. 

3 My aim B to inform you about the latest 
developments. 

4 Additionally, we will be discussing the most 
important Fgure. 

5 As said earlier, I give you a brief overview. 

6 According to this study, our customers are 


satisied with it 
N 
page 23 
“STARTER 
1 microphone 6 screen 
2 markers 7 OHP 
3 whiteboard 8 transparency 
4 Mp chart 3 painter 
5 detaprojecor 10 pinboard 


61 


62 | Answerkey 


flip chat 3 
whiteboard 1 

PowerPoint slide 2 

L2] 

n Š salos figures frst 
2 highlight two querters J can see 

3 figures; board 5 go back; page 
4 havealcok 9 flip back 

5 next side: llusiration 

th sa 5d 7b 

ac 48 6e af 
paseas 

„ Tuo hundred ard fify-one 


2 Seven thousand, four hundred and eighty-nine 
3 Three point eight bilion 

| fony-ine mition euros) 

5 Nineteen dollars and sixty-two cente 
6 Tworthires 

; 
H 
° 


One hundred ard seventy-five square metros 
One milion, two hundred and forty thousand 
Seven point two 


1 182505 oom 
2 47500 6 €239 
3809 — 7 en 
4 245m 
page 26 
= (less) +/~ (about the same) + (more) 
a little less tran about; almost just over 
justunder approximately well over 
around: nearly 
roughly 
(suggested answers) 


2 Almost/ Neary 15% 
3 roughly/around two milion eure) 

2 just over approximately * cetigrede 

5. lust under/a We less than four dollars 

Š approximately roughly 400 square metres 


page 27 
(suggested answers) 
3 Design/Unique cesign/Reigerator design 
* more colourful 
“Tustomers can change colours 
fiue colours to choose Fom 
+ dicular shelving system 
* compact design 


2 Survey: British Businesses and the Euro 
+ 49% wall and see” 

+ 13% never 

* 35% ves, immediately 

tum to the next point 

Td lie to draw your attention 

Whar’ really interesting here 

are the results of this survey; quite interesting 
The good news is that 

50, where do we go trom here? 


se zh 

$4 7 

30 1 exvemely dangerous 5 completely useless 
2 absolutely necessary 6 absolute safe 
3 highly interesting — 7 incredibly cheap 
4 surprisingly good 


page 29 
un 1 draw your attention — s On the other hand 
2 you'l see 6 can we explain 
3 The figures aso show that 7 havea look 

4 W quteremarkable — 8 jets talk about 
12 Making contrasts Describing results 

although asa result 

despite ‘consequently 

however therefore 

nevertheless "es 

on the other hand 

whereas 

while 

page 30 

A however 4 Despite 

2 Athough 5 Consequently 

3 Whereas 6 On the other hand 


Lets have a doser look at this table. 

2 On the next graph you can see the sales figures 
Tor the fist quarter. 

3, We sell almost 30% of our products to other 
European countries. 

4. like to draw your attention to the following 
faas. 

5 Despite software problems we were able to 
achieve surprisingly good results. 

6 I'd like to stress how important this change is. 


— 
STARTER 
arctan i map 5 
ute 3 Qo 2 
technical drawing 8 — pedar 4 
en ct > en 6 
a pechan 
b Fow dun 
© organigram 

n 


3 Presentation t: pie chart 
Presentation 2: (ine) graph 
Presentation 3: bar chart 


1 chari breakdown. 
2 segment; percentage 
3 havealook 

44 left-hand; represents 
5 draw 

Š weg look; side. 

7 bar chart: left; percent 


6 Presentation i 


account 


NIIS 


Presentation 2 
fluctuated 1 rese 
rose 2 rocketed 


fall 3 Increase 
slumped; decine. 

pieking up 
reached. 


à went down: stood 


Downward 
dedine 


Other 
fuctuate 
decrease remain stable 
drop ble 

at say the same 
go down 

Pit a low 

plonge. 


page 37 


‘Sales dropped atthe beginning ofthe year. 
Energy consumption has increased over the past 
30 years, 

Gas prices went up last month. 

The number of customers has grown since 2004. 
Surprising interest rates fell yesterday. 


» 


p 


rower ey | en 


7 TBNS share price hita low after the crash in 
1999. 

8 Dline bookings have doubled since May last 
year 

o Order volume fluctuated between May and Juy. 


(Suggested answers) 

2 Sales increased rose at the beginning ofthe 
year, 

3 Energy consumption has decreased /declined 
‘ver the past 30 years. 

4 Gas prices went down fel last month. 

5 The number of customers has fallen decreased 
since 2004- 

o Surprisingly, interest rates rose/went up 
yesterday 


13 Correct 
2 Incorect: Unemployment rose. 

3 Incorect: Why dd they raise. 

4 Correct 

$ incorect: Interest rates will rice... 
Š incorect: The company raised. 


page 8 
"n 

2 has improved 
3 plunged 


4 has grown 
5 have doubled 
6 slumped 


38 
ia 
drastic dedine 
improve significant, 
ise steadily 
temporary setback 


pues) 
Suggested answers) 

> Pelldramaticaly 

3 have declined slightly 

à rose sharply 

5 has grown considerably 

6 has decreased steadiy 


sád rb 
ir 


Guggested answers) 

z This was followed by a sharp fall in income. 

3 Wehave seen a drastic decline in the number or 
jobs this vear, 

4 There was a slight drop in hotel rates in Munich. 

5 This was followed bya sudden increase in tourist 
nune. 

o There has been a steady growin in social security 
coss. 


page wo 

1 There are several reasons for the decrease in 
productivity. 

2 We chose this method because we needed 
reliable figures. 

3 The result ofthis move was a drastic increase in 
our costs. 

4 Our new policy has led to a significant sein 
sales. 

5 The slump was caused bythe colanse of ore of 
‘ur partner firms. 

6 Downsizing resuted in a drastic fall in staff 
numbers. 


64 | answer ey 


7. We Increased our prices and ou sales went up! 
š Our output has doubled thanks to anew 


overtime p 
cause: 25 effec: 3, 4,6,7,8 
aside 4 until 7 around 
2 between § from $ by 
3 10 6 of 3 at 
361 The pie chart shows our percentage ofthe 
market share. 
2 According to the study travel costs have 
Sharply since 2006. 


3 interest rates were raised by 0.5% at the 
beginning of the year 

+ In lune, there was a dramatic rise of 15% in 
transport costs. 

$ Our productivity hit a low in December 

Š The decline was caused by the poor economic 
situation. 


SS: 
page 2 
4-1 To fing out whether they cen reduce air travel 
costs by using budget airlines and it so, now to 
proceed, 
a The options are: to take on a parttime 
emploree, to have staff book their own fights, or 
To outsource the function. 
3 The best solution is to employ a part-timer 
4. The presenter recommends that the ideal 
candidate either has Internet experience or has 
previously worked fora travel agent. 


pereas 
2 Signalling the end of the presentation 
Well th brings me to the end of my presentation. (6) 
Thank you all for listening. a) 
OK, ttik hats everything | wanted to say » (e) 
Asa final point, Id ice t ~ () 
Fm now nearing the end of my talk. () 


Summarizing the nain points 

Filjustrun through the three diferent options. 0 

Before | stop let me go through my main points 
again. (5) 

To sum up then, we ~. (9) 

Td lie to run through my main points again...) 

lust to summarize the main points of my ta i) 


Recommending or suggesting something. 

Wed suggest .- (2) 

We'd therefore recommend that we (i) 

"n my opinion, we should...) 

What P Eke to suggest is (0) 

Inviting questions 

Now I'l be happy to answer any questions you may 
have. (3) 

We just have time for a few questions. (c 

Are there ary questions? (f) 


pasea 
„ Well that brings mø to the end of my talk today 
2 Before | stop, let me go over the key issues 
again 
J AS a final point, et me say what this means for us. 
< Finally I Ike o highlight one key issue. 
5 To sum up then, we first looked at the product 
range 
$ That covers just about everything | wanted to say 
about logistics. 


4i biiefy summarize $ final point 
2 figures we have 6 my opinion 
5 nowapproaching f <ome back 
4 tonighighe Š Suggest that 
pase as 


5 (model answer) 
Frm now neering the end of my tall Td just like to 
‘un through the main points again. First talked 
about the delays that weve been having with the 
first trials and showed you how we are den int with 
them Then we reviewed the various partner that 
are curently involved in the project and how we can 
Work together most effectively. Final I talked 
about the nex steps, Le. where we go from here. 
So. to conclude, I Ike to highlight one key point 
Thats the fact that we were able to get IRG Design 
involved. This is very important to the success of 
the project as they have a lot of experience in this 
area anda very good reputation for quality. So, now 
wo he got the fll picture. Any questions? 


6 callto action 4 
Story 1 


Question 2 

Quotation 3 

3 Presentation 2: do we really want to mise 

b Presentation 3: finish with something, 

< Presentation 4: So, the next step is yours 

4 Presentation 1: Let me go back to the story; 
Remember: So, this just stows you 


page aé 
mI 36 $t 74 
2b ág 6a 
Bion 4 for 7 about 
2 In 5 through 8 by 
30 6 out 
9 Across Down. 
4 quote í through 
3 hey 
7 goal 
8 tek 
10 start 
moy 
12 rot 


Š strategy 13 aute 
7 dramatic 

8 production — ido 
i 16 Where 


page n 

u finally, let me come back to the hey points of my 
talk jfi toid you that in the frst quarter, //more than 
half, or 52%, /of our revenues //came fom 
‘overseas, he is n line with the targets we set 
out/fin 2004//wnen we decided we wanted to 
continue to rey on overseas markets especially 
China, to keep growing, In tne past tree months 
weve added more new customers in China / than in 
any other country. 
Now bet are our targets for the nest few months? 
I! The fest major step//il be the introduction of 
Dur PayPal payment service in China. [/And then 
we wll focus on finding customers in existing 
markets, such as the US and Germany, [who 
Favertired buying from our website yet. 


321 Let me summarize the most important results. 
2. l' like to go through tne main points again. 
3 In my opinion, we have to change our sales 
strategy. 
+ Pe recommend that we focus on the Asin 
manet, 
5 Fm now approaching the end of my presentation. 
6 Now let's putt allirto practice! 


SS ea 
page so 

She answers the question: 1 

She doesn't answer: 3 

She doesn't know the answer: 4 

She doesn't understand the question: z 


page sa 

21 happytoanswer — 3 another question 
do you mean dont mind 
mentioned cee, Actually 


2 Would you mind 
quite understand 


4 Could you tel us 
Tm afraid; coulc answer. 


Are there any questions 
Could you give us 
Would you ming 

No, no, notat all 


| suggest you speak to 
‘excuse me 
30 Does that mean 


5 3 how we compare with other firms? 
À whether we will cooperate with our branches in 
the UK? 


Anaea | es 


„ how she anived at those results? 
Š itf whether there are any figures to back this up? 


ta 2b 3e 4c 5! 6d 


page sé 
732 bà c4 d3 
press 
8 1 Ifl have understood you correctly Louise, your 
question 


2 if you don't mind, d like to answer your 
question a bit later 

3 that a very valid question; repeat t 

à means that; Does that answer 


1 prefer 
2 Summarize[ recap; mention 
3 deal 

n 

$ answer 

Š move; summarize/recap 
7 mind 


LI 
30 (suggested answers) 

^ I see, so what you're asking 
Sure to meet the deadine? 

2 If understand you correctly, you want to know 
‘whether we will get support rom headquarters. 

3 IFI could just rephrase your question. voud like 
to know how this wil work. 

4 Vote asking me whether we ean rely on them. 

5, OK, let me Just rephrase your question so. 
‘everybody can hear it. You want to know the 
most effective way to reduce costs. 


How ean we be 


ai Perhaps we can get back to that point later 

2 Tm aftalé | cant answer that question. 

3 If 've understood you correctly, yout ie to 
know how the system works. 

+ be interested to know ifwe can meat the 
deadline 

5 May l ask how you arrived at those figures? 

Š suggest you speak to Sarah trom tne marketing 


department. 

pages 58/59 
Across 

2 fist 

à interupt 3 
35 decrease 5 Pie chart 
13 fluctuate Š postpone 
45 leads 7 highlight 
36 handout 8 topic 
17 biely 9 figures 
. nearing m 
22 summarize 12 table 
23 mentioned 1⁄4 mind 
25 sight 18 regard 
27 prefer 19 dariy 
29 section 20 into 
30 raised 24 emphasize 
31 introduce 25 overview 


28 function 


Transcripts 


Presentation a 

Good morning, ladies and gentlemen. Fst of all, let 
me thank you all fo being here today. Im glad that so 
many of you could come, especially since | know that 
this time of the yea is probably the busiest for yo. 
Let me introduce mysel My name is Don Taylor. Pm 
the head of logistics here at Air spares. Logistics isa. 
centre of competency dedicated to providing you with 
the spare parts you need, precisely when you need 
them. I'm hero today to present our new semi- 
automatic shelving system. My talk is particularly 
Felevant to those of you who place orders for the 
different parts we supply- 


Presentation 2 
OK, shall we get started? Helo everyone, For those of 
you wno cor't know me, tm Charlotte Best om IT. n 
ateam leader. im happy that so many of you could 
‘make it today at such short notice. I know that youre. 
ll extremely busy at the moment, so ld lico to start 
with my presentation right away As you can see on the 
Screen, our topic today s project documentation. Were 
going to look closely at drafting, storing, archiving as 
del as accessing documents in our new SAP system. 
etl also examine the much improved handling of al 
project documentation as well as use rights. This is 
extremely important for at of us who ae directly 
involved in international project management, righi? 
You dort need me to spell it out. fit ist 
documented, it doeset exist 


Presentation 3 

Good aftemoon. Im aware tnat you all have very tight 
schedules, so appreciate you taking the time to come 
here today As you probably know, my rame is Susan 
Webster, Im the new human resources manager here at 
Weston Ltd. What du ike Io present to you today is my 
department's new concept for improving our in- 
‘company traning anc qualification programmes. This 
is based on feedback from your departments. Todays. 
topic wil be very important for you as department 
heeds, since l'A need your help to evaluate and select 
candidates for training. 


[UNT 1 EXERCISE 9] 


See page 10. 


[UNIT 2. EXERCISE 12 


‘You know, I was sitting in the waiting room at the 
dentists the other day when | came across something 
very interesting in one of the magazines that was lying. 
there. It said trat chocolate is realy a vegetable because 
we get it fom cocoa and sugar, which come from cocoa 
Beans and sugarcane — bath plants, ie. vegetables, 
right? Chocolate a heat food? Hat You know its all 
about the way things are presented and how we look at 
them. Image building, ladies and gentlemen, that is our 
business, and were here today to 


7 Imagine you worked in a small to medium-sized 
company and were responsible for making people in 
Your company aware of health and safety issues. How 
would you go about R? Would you have a meeting? 
Send everyone an email? Take a few moments to think 
pon 


[ 3 

E Did you know that the number of possible ways of 
playing the first four moves per side in a game of chess 
5 318,979,564,00 Let me [us mite that number on 
the board: 318 bilion, 979 milion, and 564 thousand. 
Now. what does that have to do with our topic today, 
which, as you know, is project management? Well, let 
me tell you. 


m 


n 
Šo, let me stan by asking you a question. Why should 
we introduce a double quality check here at Auto. 
‘Spares & Parts, one at goods-in and another at goods 
‘ut After al, cur products come from ceed 
Suppliers and we have an excellent track record for 
providing quick and competent service. So, why 
Bother? Well Im here today to tell you why. For those 
‘of you who don't know me, my name is. 


‘As you know, Ive been asked to tak to you about the 
‘handbooks ‘or our all-in-one systems for smaller 
businesses. Peter Collins from customer care has told 
me that they have been getting a lot of phone calls 
‘end emails Fom users who say that the set-up 
Instructions are extremely complicated and dort 
match the sketches. What ke to co today 5 to 
make some suggestions on how we car make our 
Fardbooks mere use ee, 


V. Td ike to talk to you today about how globalization 

has changed the face of the Insurance industry. The 
purpose of my talk is to provide you wt information. 
‘nthe major developments in the insurance market in 
the last few months. d like to star with .. 


3 
Ok, ters get started. Were hero to discuss the 

introduction of shor time work in our company. As you 
know, cur order books are rot the fullest at the. 
moment so we have to find ways to get through this 
riis and at the same time keep jobs. What went to 
do this morning i to show you how we could 
reorganize cur working hours. Among other things, PI 
be taking about. 


ae 

5 Ñs you can see rom your handouts, we be looking at 
‘ome new European transport regulations today. The 
objective îs to bring you up to date with he latest 
changes which willbe introduced on January + These. 
changes will mainly affect transport companies in the 
EU but they will also 


UNIT 2, EXERCISE 4 
4) See page 17. 
[UNIT 2, EXERCISE o | 


# Thanks. lim. OK. As you probably know. we are 

45 curentiy having difficulties with our new men's 
cosmetic line These problems lie chiefiy wit» our main 
bottle supplier, but we are also having trouble wth 
distribution. Fç like to quickly identify the problems 
and then make some suggestions on how we can deal 
with the consequences, 


So, lees start with our bottle supplier then... We've 
been having serious difficulties with GSG, whichis our 
main plastic botte suplier, regarding both quantity 
and quality. We dor't understand why, but they con't 
Seem to be able to supply the quantities we order tom. 
then. In addition, te quality of the materials so poor 
‘that we have had to retur about 49% ofthe botles. 
Weve been trying to cope with these problems - the 
delays. the poor quality — all along, but so far we've 
not been able to find ways to prevent them from 
happening again. s clear we can no longer continue 
to accept these conditions. Moreover, were now 
getting ready for the Ch'istmas season. If we dort 
Solve our supply problems within the next two weeks, 
wel run inte serious trouble with respect to our 
Christmas business. 


Let's move on to distribution. Here the problem lies 
with 


[UNIT 3, EXERCISE 1 | 

CC 
a combination of two significant extemal actors 
‘affected our business in the fist wo quarters of this 
Yeat One important factor is the oil price, the second 
the development ofthe ouro against the dollar In 2002 
we exported nearly two-thirds of our products to the 
US and Canada. Since ther oil has become much more 
‘expensive and so has the euro. Let me show you wat 
tris means for our export business. I'I just write some 
figures on the board and then we will ge on to discuss 
the next point. 


Š Oc ters now have a look at our new magnetic ski rack 
Maiterhorn which was launched in August. This system 
is more compact tnan the c one and aiso ease to 
handle Another advantage is that it can also be used 
for showocatis. We hope to sel at ess oo of These 
systems within the next two months. On te nert side 
‘eu wl en ofthe Matterhorn Xas. 


H 
As | explained earlier, we've worked very hard to make 
‘Our products more attractive for the customer. These 
are the sales figures for Europe for the fst three 
quarters of this year As you can seo here, weve had a 
Very successful year. We hove sold bout 21,000 fly 
automatic espresso machines and nearly 7500 semi- 
automatic machines so far o highlight our success. 
ever further ies zo bacc to he 2003 figures on the 
previous page. Let me just ip back to it Ah yes, here 
itis. 


Transcripts 


[UNITS EXERCISE 4] 


dV See page 25 Answer key on page 62. 


[UNIT 3, EXERCISE s] 


" 
Let look at the figures in this table more closely. As 
you can see in the fit row, we sold 38,250 cars in 
Germany in ihe frs: quarter while in the same period 
we Sold roughy 32,000 in the EU. Our non-EU market 
was sil relatively small with sales of about 8 aco cars. 
Now if you look at the second quarter, you will see a 
dramatic change. Whereas our German business didrt 
increase much, sales in the other two areas developed 
very weil. In the EU, 47,500 cars were sold and in non- 
EU countries sales went up to 17.200, which l'n sure 
you will agree is an ertromely good result 


. 


3 It youlook at te next slice, you wal see the layout or 
Gur new open-olan office in Hamburg. As you can see 
from the plan, it's 24 8 metres long and about 16 

ide, for a total of just over 490 square metres. 

Gor office wil be on the 12th floor ofthe building, 

which has a total of 16 foors. Well be moving to our 

new premises on 15 February if everything goes 
according to plan. 


523 

SÍ You can see the five most expensive cities for business 
travelers in his table. Venice leads the table with an 
average rate of €387.In Rome. tne business traveller 
has to pay €239 ard in Paris a room costs €226. In 
New York City the average room rate is €225 ond in 
Ilan its €215 per nig. 


" 
SS So we've seen that our new line of refrigerators is 

environmentally friendly Lets now tum to the next 
point, which is their unique design. 'd like to draw 
You attention to three rew design features. First, the 
Telrgerators are more colourful, Apple started the trend 
of colourful computers in the office. We think that 
Consumers want more colour in their kitchens, too, and 
our refrigerators provide that. Whats really interesting 
here b that customers can change the Colour panel 
there are fve colours to choose rom - to match their 
home, their mood, the seasons, whatever. The second 
unique design feature is the circular shelving system. 
Each shelf can be rotated, so that all tems of food are 
easy to meach and nothing gets lost in the back of the 
fridge again. and finaly, the new enge tor hasa. 
compact desig. This means that it takes up less floor 
space while holding as much as 2 conventional 
refrigerator. 


2 

QË About 1,000 businesses in the UK were asked if Britain 
Should introduce the euro. What are the results of this 
Survey? Well think youll agree that the results are 
quite interesting. As you can see from this table, 49% 
Said they wanted to walt and sec Only 13% sald 
Britain should never join the euro zone. The good news. 
is that nearly 35% said we should go in immediately. 

So, where do we go from hers? 


7 


es | transcrits 


`. 


° 


See page 29. 
UNIT 4, EXERCISE. 


Presentation 2 
The next chart shows the breakdown by age in our 
company, You can see that the biggest segment — 
almost 70% — indicates the percentage of employees in 
the age group 35 to 50. About 19% of our staff are 
between 51 and 60 years of age and 2% are above 60. 
The final de is the most interesting for our discussion 
today; it shows the percentage of employees under 35 
years of age, which I think youll be surprised to hear 
arently only 9% of our total staff. 


Presentation 2 
Lats now have a look at the sales figures over the past 
five years. Fest, lt me quickly explain the graph, You 
can see that diferent colours have been used to. 
indicate each of our main sales areas. The key in the 
bottom left-hand corner shows you which colour 
represents which area. The red line. for example, gives 
us tho sales figures for Belgium, the green line is for 
Germany, and so on. OK, so ' lie to frt draw your 
attention to the sales figures for France = (hary the 
blue Ine here. 


Presentation 3 
Now [d ike you to take a look at this next side which 
hows how me cost of Iving developed in Europe 
between 2003 and 2007. According to the European 
Economic Institute. living expenses rose by between 
1.1 and 2% each year. Ifyou look at the bar chart on 
the left, you wil see that the highest increase was in 
2005 with a rise of 2%. 


Presentation 1 
Frst. fd like you to look at this graph, which shows the 
ups and downs in cur passenger volume over the past 
"ine months. As you car see here, passenger numbers 
fuduated between 2.1 and 2.3 millon in ihe fest four 
months. They even rose moderately in Maj, reaching 
just over 2.5 million at the end of the month. In re. 
Youll notice a sharp fall in passenger numbers as 2 
direct consequence of HUXS entry into the market. Now 
as you all know, FLX is a no-ils alin with direct 
fights to almost all major south east Asian cities. 
Passenger traffic slumped to about 1.5 milion - a 
decline of almost 40%. In ary July we introduced 2 
new, more aggressive pricing system to boost sales. As 
a result, ticket sales started picking up in hl. By the 
end ot September passenger numbers had reached ist 


Presentation 2 
‘On the next graph youl see the sales figures for Systex 
in the past five years. Let me now highlight the most 
important facts about our hay fever medication. 
Despite an intensive advertising canpaign. we had a 
slow start in Europe in 2903, selling 500,000 units in 
the first twelve months, The igure rose by about 
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501000 In the folowing yeat In 2005, none, sales 
Tocketed to 1 million folowing the problems at TC 
PHARMA, our main competitor in the antialergy 
sector. 2006 saw an even further increase in sales to 
4.3 million due to the extremely warm and long 
Sürme As expected, sales went down again in 2007 
and stood at just over a milion at the end of ne year. 


UNIT 2. EXERCISE 11 


See page 38. 


Well. this brings me tothe end of my presentation. 


beben | stop, let me go through my main points again. 


° 


You gave us the brief o find out a) whether we can 
reduce our air rave costs by using budget aries and 
D) it so, how we should proceed. So, to sum up dre 
Question: s it really viable to se these noil airlines? 
Clear answer there! In some cases we can save as much 
2 60% compared to regular fights. The next question: 
low to proceed? in other words, who woul be able to 
arie the onine bookings most ericentiy rl just run 
through the thee different options we investigated 
again: option 3, we take on a part time employee for this 
job option a, staff book their own fights; option 3, we 
‘outsource this function. So, what is the best solution for 
ust From a fnancal point of view our results are 
absolutely clear: option one. A part-timer would be the 
best, the cheapest, and least time-consuming solution. 
Wet therefore recommend that we recruit a part-time 
employee who could handie all our orlire bookings, The 
ideal candidate should ether have some Internet 
experience or have previously worked for a travel agent. 
Weld suggest a limited contract ta begin with So, now 
fs up to you to decide where to go from here. fm sure 
youll make the right choice. Now Il be happy to answer 
any questions you may have. 


" 
Let me go back to the story | told at the start of my 
tall. Remember, the sales meeting in Vienna with he 
disappointed Japanese businessmen? Three days later 
We got an email saying they were going with us after 
al So, this just shows you that knowing your entire 
product range is the key to success. 


So, to conclude, fm convinced that ICM wouid be an 
excellent method to make better use of the knowledge 
we have. And it would strengthen our market position. 
So, do we really want to miss this opportunity to get 
ahead of our competitors? 


3 
Finally let me highlight the key question once again: 
do we need a digital telephone system or can we. 
upgrade the existing one? As Iva shown in my brief 
presentation today, we must invest in the new system; 
n upgrade is Just rot feasible. 0 jus tke to finish 
with something former US president Bil Cinton once. 
‘Said: Vou can put wings on a pig. but you dont make 
itan eagle” 


Tec es 


$a 
35. Before Lerd my presentation today I ike to briefy 


recap the main reasons for doing business with us. We 
use sate-ofhe-art technology. We provide round:-the 
Cock professional customer care. And, most important, 
we customize our products and services to give you 
‘what you need when you need it So, the nert step is 
‘yours. Sat up an appointment with our project 
Tanager and our SAP consultant and we can work out 
‘the Dest practice solutions that sult your business, 


So, delivery of the units has been set for s May. 
That gives us three months to handle the. 
production and packaging. Fd Vice to tum now to 
the. 

Ah, excuse me. Do you really think thats realistic? | 
mean, three months. What about our staff 
problems? 

fl have understood you corectly, Louise, your 
question is how we cen mee! the delivery date as 
Wwe are signty under staffed In production a the 


B See page 48 monent Wel, et me answer your question right 
* away Fist of al 
[UTC EXERCISE S ed 
C TT 
ee ee Geman rar company, Wela, wi was taken 
© Yeu were talking about sofware problems, What ret y aca ad Gana yd le ware ag 
piri ipio What we need to discuss is whether its ho ight 
^ Well I mentioned earter that the new software is moment for us to consider a merger with Carter 
being tested at tho moment. In the trial tuns weve Financial Services 
bac Wenige beg, fn and atthe moment Ë Coudd you tell Us what ther lurcver was last year? 
were not sure how long it wil take us to save al Sony if you dont mind. Ú Ike to answer your 
Teenie a RAAN r question a bt later when we discuss the Ronda 
a Yes thank you. Side of this merger, OK, | was just moving on te the 
timing of the merger and — 

2 Crete e eee 2 2 
‘Would you mind telling us whether the new ations id Finis ne c the port ipic 
porosta e S todays session. Due to our new European 

F harmonization stategy, our complere sales, after 

A. Im afraid dont quite understand your question. sales, and marketing departments wil be relocated 

Gould you pe aba more ee to Aberdeen by luy next veat. Now | know ths may 
s elke to know wnether we wil aiso use the came as a shock to most of you but I can 

new software to make our company more attractive {uorantee thot al the staff afecte wil be fully 

forte customer. "n talking about a new website. Supported every step ofthe way 

interactive applications, and so on. Excuse me, but may 1 ask how you propose to 
A ON, L see, Yes, wel, as sod crier. Support those people who are tied to this location, 

for example Those of us who care fer elderly 

eè parents or whose children are in a special needs 

© 2 shave another question tts about the pilotin Sool er samaq 
Hage Win dion wl start plotng he Yes, thats a very valld question. Let me Just repeat 
software fist iSt everybody can eat Youre concerned about 

4 Myou dom mind, Fd prefer not to discuss that od aise oto al ind ates e 
today Acull there vll be a meeting next week eng foes Get Se a ee Yes, 
he atl be decided Well of course we wil not force anyone to move 
N and our works council is working very closely with 
P HR to find the best solutions for everyone. Ifyou 
Š b Martinez, you vare a question? look on our intranet. 
Ó Yes. You spoke about special training courses ès 


earlier. Could you tell us how they willbe 
organized? 

A. Sorry, "m afraid that's not my field. But I'm sure 
Linda Cote from the trairing department could 
answer that question. I ask her to get in touch 
with you on that. Well, if there are no more 
questions, all that remains for me to co is to wish 
youa nice evening! 


See page 52 


The main advantages of smart credit cards are 
Sony to interrupt, but could you explain what 
“Smart means in this context? 

Yes, sure. R means that the big credit card 
companies like Visa and Mastercard use special 
microchips instead ofthe usual magnetic strips on 
Their cards, Does that answer your question? 

Yes, thank you. 

OK, so let's go back to the main advantages of 
“smart credit cards, 


Presentation trainer 


Checklist - Organization 


Date & time: 
Length of time for talk: 
Questions at enc? If yes, length of time for questions: 


Equipment needed: 
Isitavallable? — Does it work? 
Audienco 
Number of people — ons 16-39 over 30 
How much do they know about the topi? — nothing abit alot 
How well do I know them? not at alt alittle quite well 
How formal? very formal formal informal 
Nitiorality Culture sameasme international 
Handouts — ro 
yes/betore talk at end of taik later (intranet emat 
Checklist - Contents 

Topic: Purpose of talk: (What do | want to do?) 
Three main points Inform the audience 

— — ain the audience 

2 Sell something to the audience 

3 Persuade the audience to do something. 
Importance to audience: 


What do | want audience to know by the end of talk: — 


Preparing visuals. 
How many visuals wil | have? = 

Do they say (or show) what | want to say? 

Are they clear and simple to understand? 

Will the audience be able to read them (font size and colours? 
Do they have effective headlines? 

IS there as little text as possible? 

Have | remembered the rule of six 
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-A —:. — — — 
Introduction 


Welcome audience, 


TP 
Remember how to 
make effective 
openings: start with 

a rhetorical question, 
story or an amazing 
fact, or give the 
‘audience 2 problem to 
think about. 


Introduce yourself (name, position/furetion). 


State your topic. 


Say why your topic is important for the audience. 


Describe the structure of your talk (the main points and when you will be 


dealing with them). 


Say how long the talk will be. 


Say when you will answer questions. 


Soy whether there are handouts. 


Main part. 


Briefly state your topic and objectives) again. 


Then introduce your three (or two or?) main points and give details. 


‘main point 1: 


Main point 2: 


Nain point 3: 


Signal the end of the main part 


Presentation iraner | 78 


REMEMBER TO: 


+ signal the beginning, 
of each part. 

* talk about your topic. 

= signal the end of 
each par. 

* highight the m; 
ponis. 

* summarize the main 


ideas. 
—— 


BULLET CHARTS? 


* Refer to points in the | 
same order. 

* Use the same key 
words and phrases. 
ason your bullet 
charts, 


GRAPHS, TABLES, 

PIE CHARTS, ETC? 

«+ Start by telling your 
audience what the 
visual illustrates. 

+ Explain it if 
necessary 

Highlight the key 
points. 

* Say why these points 
‘ere important (and 
‘explain the cause or 
effect 
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Conclusion 
Signal the end of your talk. ur 
Remember how to 
mate effective 
conclusions: end with 
‘Summarize the key points. a question or a quote 


from a famous person, 
finish a story you 


started at the 

beginning of your talk 

Highlight ene important point. pointes 

action, 

Explain the significance. 

Make your final statement. 

Invite questions. 

TP 

Dealing with questions. e e 

What questions can | expect? How can [answer them? ‘answering questions 

i during or afier your 

talie 
* Listen carefully and 

z make sure you have 
understood the 
question correctly. 

B * Reformulate the 
question if 
necessary. 

4 "you want to pest 
pone the question, 
oy why politely 

5 * If you dont know the 
answer, sey so and 
offerto find out. 

$ + Answer irrelevant 
questions politely 

š but briefly. 

* Check that the. 
questioner is 

8 satisfied with your 
answer. 
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Checklist - Feedback 


Organization ne 

Was my presentation the right length? Use this checklist after 
toolong || tooshort | just right a practice talk oran 
Was there time for questions at the end (if relevant? | actual tak to evaluate 
toolong too sto: ust right your own performance! 


Communication. 
How was my body language? 

good bad Why? 

How well did i deal with nervousness? 

well C] not well Why? 

Did the audience understand me? 

yes, all the time yes, most of the time yes sone of the time ro 
Did | have trouble expressing myself in English? 

yes, all the time yes, most of the time yes, some of the time ro 


What were some words or phrases I needed but did't know? 


Parts of the presentation 
Introduction Did | tell the audience the purpose of my talk? ves mo 
Did I explain the structure of my talk? yes no 
Dic tel the audience why the talk was relevant to them? yes 00 


on can improve the introduction? 


Main part — Dicistate my main points clearly? ves m 
Did l use effective signposting? yes mo 
Dic emphasize key points? yes m 
Did | summarize key points after each section? yes no 
Dic | present my visuals well? ves m 
* How can improve the main part? 
Conclusion Did | summarize the key points? yes m 
Did l tell the audience what to do (call to action}? yes no 
Did l leave a lasting impression? yes m 
* How can I improve the conclusion? 
Questions How well did | deal with questions? very well || well | fairly well ^ badly 


* wiy: 
‘+ What questions were asked that | didnt anticipate? 


* How can | improve the way I deal with questions? 


Useful phrases and vocabulary 


Ln 


Welcoming the audience. 

Good morning/afemcon, ladies and gentlemen. 

Hello /i everyone, 

Fist of al, iet me thank you all for coming here today. 

Is a pleasure to welcome you today. 

I'm happy/delighte that so many of you could make it 
today. 

Its good to see you all here 


Introducing yourself 
Let me introduce myself. Pm Ann Brown from 

For these oF you who don't know me, my name 
Let me just start by introducing mselt. My name b 


Giving your positon, function, department, company 

As some of you know, l'm the purchasing manager 

I'm the key account manager here and am responsible. 
or. 

Tm here n my function as the head of. 

[m the project manager in charge of. 


Introducing your topic 
What I'd fike to present to you today Is 
Tm here today to present 

Todays topic s ~. 

The subject/topic of y presentation iç 

In my presentation I would like to report on 
in my talk it tel you about. 

Today fm going to talk about ». 

Tllbe talking about. 


‘Saying why your topic is relevant for your audience. 

Today's topi is of particular interest to those of you 
us who 

My talk is particularly relevant to those of us who .. 

My topic is /wil be very important for you because 

By the end of thi talk you wil be familar with . 


Stating your purpose 
The purpose/ obiective aim of this presentation is to — 
Our goal is to determine how the best way to. 

What went to snow you 

My objective is to 

Today ld like to give you an overview of. 

Today FII pe showing your reporting on. 

fd like to update you on inform you about .. 

During the neat few hours we'll be 


Structuring 
Tve divided my presentation into tree (main) pars. 
h my presentation Il focus on three major issues. 


Sequencing 

Point one deals with .., point two ~., and point three ~. 

First, de locking at, second .., and third. 

Tl begin/start off by Then PII move on to — 
Then/Nox [Afer that 

Mend 


Timing. 
Ny presentation will take about 30 minutes. 

1t wil take about 20 minutes to Cover these issues. 
This wort take more than. 


Handouts 

Does everybody have a handout /brochure/ copy ofthe 
Teport Please take one and pass them on. 

Dont worry about taking notes. Ive put ali the 
important statisties on a handout for you. 

"bo handing out copies of the slides at the end of my 
talk, 

1 can emall the PowerPoint presentation to anybody. 
‘who wants it 


Questions 

There wil be time for questions after my presentation. 

We wil have about 10 minutes for questions in the 
question and answer period. 

Ifyou have any questions, fel Ire to interrupt me at 
"any time. 

Feel ree to ask questions at any time during my talk. 


EFFECTIVE OPENINGS | 


Rhetorical questions 
Is market research important fr brand development? 
Do we really need quality assurance? 


Imerestng facts 
According to an article | read recently. 

Did you know that. ? 

"d ike to share an amazing fact/ Figure with you. 


Stores and anecdotes 

| remember when | attended 2 meeting in Paris, .. 

Ata conference in Madrid, | was once asked the 
following question: 

Let me tell you what happened to me 


Problem to think about 
‘Suppose you wanted to... How would you go 

about e 
Imagine you had to... What would be your first step? 


[THE MIDDLE/ MAIN PART. 


Saying what is coming 
in this part of my presentation, Id like to tak about. 
So, le me frst give you a brief overview. 


Indicating the end ofa section 
This brings me to the end of my first poine. 
So much for point wo. 

So. tha's the background on. 

That's all I wanted to say about ~ 


Summarizing a point 
Before | move on, Id like to recap the main points. 
Let me briefly summarie the main issues. 
T Hee to summarize what Ive said so r. 


Moving to the next point 
This leads directly to my nox point. 
This brings us to the nest question. 

Lets now mave on ftum to — 

After amiring this point, its tar to ~. 
Lets now iake a look at —- 


Going back 
As | said mentioned earlier, 

Lot me come back o what | said before. 

Lets go beck to what we were discussing earlier. 
A (ve already explained, 

AS I pointed out in the frst section, 


Refering to other points 

Ihave a question in connection with /conceming 
payment. 

There are afew problems regarding the quality 

With resoect/regard to planning. we need more 
background information. 

According to the survey, our customer service needs 
reviewing. 


Adding ideas 

In adeition to this, fd like to say that our IT business is 
Boing very we 

Noreover Furthermore, there are other interesting 
facts we should take a look at, 

Anart from being too expensive. this model is too bi 


Talking about (difficut issues 

| think we first need to identify the problem. 

O! course well have to clarity a few points before we 
sat. 

We will have to deal with the problem of increas 
Prices. 

How shall we cope with unfair business practices? 

The question is: why dort we tackle the distribution 
problems? 

Ife dont solve this problem now, we'll get/run into 
‘serous trouble soon. 

We wil have to take care of this problem now. 

We are curently having diicules wii. 


Rhetorical questions 
What conciision can we draw Fom this? 

So, what does this mear? 

So, just how good are the results? 

So, now are we going to deal with this increase? 


Useful phrases ard vocabulary 


‘So, where do we go from here? 
Why do say that? Because... 
Dowe really want to miss this opportunity to .? 


L DESCRIBING VISUALS] 


Introducing a visual 
Lets now look at the next side which shows .. 

To illustrate this, let's have a loser look at -~ 

The chart on the following slide shows 

! have a side here that shows 

The problem is ilustrated in the next bar den 
According to this graph, our net profit has doubied. 
You can see the test resuks in this table. 

As you can see here, 


Explaining a visual 

First, let me quickly explain the graph. 

‘ou can see that different colours ave been used to 
indicate. 

‘The new models ar isted across the bottom. 

The biggest segment indicates .- 

The key in the bottom left-hand corner... 


Highlighting information 

T ike to stress /highlight/ emphasize the following 
points 

fd ike to start by drawing your attention to. 

let me pont out that... 

"thine youl be surprised to see that 

TH ke you to focus your attention on 

Whats really important here is. 

What (ú like to point out here ls 

Lets ook more cosey at... 


Describing trends 
Soles increased slightly in summer. 
Consumer spending fell/ declined sharply. 
Interest rates have risen steadily. 

Food prices went uo significanti. 

There was a sudéon increase in prices. 

In August, we saw a moderate fal. 

This was followed by a gradual dedine. 
There was a sharp slump in sales. 

Ticket sales have started picking up. 


Explaining purpose 

We introduced this method to increase felt. 

The purpose ot his step is to expand to foreign 
markets. 

Curaim was to. 


Explaining cause and effect 

Whats the reason for this drastic decrease? 

The unerpected drop was caused by .. 

This was because of 

As a consequence/ Consequently, sales went up 
significantly. 

As a result .. 

The venture tesulted in a sharp fall in share prices, 

Our new strategy has led to an increase of 10%. 


m 
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Indicating he end of your al 

Tm now approaching nearing tne end of my 
presentation 

Well this rings me to the end of my presentation. 

That covers just about everything | wanted to say 
about. 

Ok, ink thats everything | wanted to say about — 

As a final point, T Ike to. 

Finally d ike to highlight one key issue. 


Summarizing points 
Before | stop let me go over the key issues again. 
Just to summarize the main points f my talk. 
Fe like to run through my main points again — 

To conclude in conclusion, like to — 

To sum up (ther), we — 


Making recommendations 
We'd suggest 

We therefore (Strongly) recommend that 
In my opinion, we should .- 

Based on the figures we have, m quite certain that ~. 


Inviting questions 

Are there any questions? 

We just have time for a fow questions. 

And now I'l be heppy to answer eny questions you 
may have. 


EFFECTIVE CONCLUSIONS 


Quoting a well-known person 
As. once said, 

Te quote a well known businessman, . 
To putitinthe wores of... 


Referring back to the beginning 

Remember what I said at the beginning of my talk 
today? 

Let me just go back to the story I told you ear 
Remembe v- 


Clarifying questions 

Fin af Fort (qute catch that. 

Fr sorry could you repeat your question, please? 

So, if understood you conedtie You would ike to 
iene whether 

So, P oler words you would Ike to know whether. 

Tf could just reprae your question ou le to 
EM 

Does fh answer your question? 


Avoiding giving an answer 

if you don’t mind, could we discuss that on another. 
‘occasion? 

[tm afraid tnat's not really what we're discussing today. 

Well actually prefer rot to discuss that today. 


Admiting you dont krow 

‘Sony ort krow that off the top of my heed. 

I'm afraid Im not in a position to answer that question 
at the moment 

I'm afraid I dort know the answer to your question, 
but PU ty to find out for you. 

Sony, thats not my field. But Pm sure Peter Bott from 
‘Sales could answer your question. 


Postponing questions 

Ifyou domt mind, l' deal with cone back to this poi 
later h my presentation. 

Can we get back o this point a bit ater? 

[á prefer to answer your question in the course of my 
Present 

Would you mind waiting unti the question and answer 
session at the end? 

Perhaps we could go over this after the presentation. 


‘Summarizing añer interruptions 

Before we go on, let mo briofiy summarize the points 
weve discussed. 

So, now Fe lice to retur to what we were discussing. 
arier, 


USEFUL WORDS (IN CONTEXT) 


to clarify Before we go on, let me ciarify one point. 
tofocuson — Weneed to 'ocus on customer service, 

tohighlight Let me highlight the following points 

toillustrate This chart listes our success ston. 

toindicte The figures on the left Nen sales in France, 

to lead to This eode to my next point. 

tomer As | mentioned earijer, ou staff is well-qualified. 
tomoveonto lets now move on to the next question. 

to noto Please note that prices rose slightly. 

to notice You'll note a sharp drop in August. 

topasson Here are the handouts. Please take one and poss them or, 
torise House prices ross by 5% last year, 

te ohe How can we solve this problem? 

tosummarize Before! go on, let me summarize the key issues. 


Id lika to upd: 


to upóate 


you on the project status. 


